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Inmate Information Handbock
Federal Bureau of Prisons
FPC Cumberland

INTRODUCTION

The purpose of this handbock is to provide incoming inmates with general
information regarding the Bureau of Prisons, its programs, and institution rules
and regulations. It is not a specific guide to the detailed policies of the
prison system or all procedures in effect at each Bureau of Prisons institution.
That information is available in the Program Statements located in the inmate law
library. Rather, the material in this handbook will help new inmates more gquickly
understand what they will be enccountering when they enter prison, and hopefully
assist them in their initial adjustment to institution life.

INTAKE, CLASSIFICATION AND THE UNIT TEAM

ADMISSTION & ORIENTATION (A&0)

Inmates are given social and medical screening at the time of arrival and will be
screened by the Psychology persconnel.

Ordinarily, for the first two weeks of an inmate’s stay at this institution, the
inmate will be assigned to the Admission and Orientation {A&0) Program. While in
A&C, inmates will learn about the programs, services, policies, and procedures
regarding this facility., Inmates in A&O will also receive presentations from
varicus staff regarding their programs and departments. At the end of the A&D
Program, inmates will be assigned to a job as long as they are medically cleared
for duty.

CLASSTFICATICON TEAMS (UNIT TEAMS)

This institution, as with almost all cther Bureau of Prisons institutions, 1is
organized into a unit management system. A unit is a self-contained inmate living
area that includes both housing sections and office space for unit staff. Each
unit is staffed by a Unit Team directly responsible for the inmates living in that
unit. The unit staff cffices are located in the units so staff and inmates can be
accessible to each other. The unit staff includes a Unit Manager, two Case
Managers, two Counselors and one Unit Secretary. A Staff Psychologist, Education
Advisor and Unit Officer are also considered to be unit staff, and may be present
during Unit Teams.

Inmates are assigned to a specific Unit Team and generally, the resolution of
issues or matters of interest while at the institution are most often initiated
with the Unit Team. Unit Team members are available to assist in many areas,
including visiting matters, release planning, personal and family problens,
counseling and assistance in setting and attaining goals while incarcerated.
Ordinarily, a member of the unit staff will be at the institution weekdays from
7:30 a.m. to 2:00 p.m., and from 7:30 a.m. to 4:00 p.m. on weekends and holidays.
The Unit Team members usually schedule their working hours in such a manner that
at least one staff member will be available at times when inmates are not working.
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GENERAL FUNCTIONS OF UNIT STAFF

CAMP ADMINISTRATOR

The Camp Administrator is responsible for administration of Camp programs and
operations by planning, directing, coordinating, and evaluating. The goals are to
provide an appropriately secure environment conducive to inmate accountability and
responsibility, self-improvement, release planning, discipline, and well-being of
those incarcerated at the Camp.

CAMP UNIT MANAGER

The Camp Unit Manager supervises the Unit Team members, coordinates the
implementation of programs and operations at the Camp, interacts with staff and
inmates at the Camp to ensure compliance with Bureau of Prisons policies and
regulations.

CASE MANAGER

The Case Manager is responsible for the majority of all casewerk services, Inmate
Skills Development System (ISDS) information and prepares classification material,
progress reports, release plans (e.g., social security cards/birth certificates),
correspondence and other materials relating to the inmate’'s commitment. He or she
is responsible to the Unit Manager on a daily basis. ‘The Case Manager serves as a
liaison between the inmate, the administration and the community. The Case
Manager is a frequent member of the Unit Discipline Committee.

CORRECTIONAL COUNSELOR

The Ceunselcor provides counseling and guidance for inmates in their assigned unit
regarding institutional adjustment, personal difficulties, implementing Inmate
Financial Respeonsibility Plans, Visiting forms, and plans for the future. He or
she plays a leading role in all segments of unit programs and is a member of the
Unit Team. As applicable, the Counselor will visit inmate work assignments
regularly and is the individual to approach for daily problems. Correctional
Counselors are the contact perscn for sccial visiting, the inmate telephone
system, work detall assignment changes, administrative remedy requests, and
furloughs. The Counselor is a frequent member of the Unit Discipline Committee.

UNIT SECRETARY

The Unit Secretary performs clerical and administrative duties for unit staff.
The Secretary may sit in as a member of the Unit Team.

CORRECTIONAL OFFICER

The Unit Officers have direct responsibility for the day to day supervision of
inmates and the enforcement of rules and regulations. They have safety, security
and sanitation responsibilities at the Camp.

COMMUNICATIONS

There is usually a unit staff member available each day of the week and most
evenings until $:00 p.m. Personal questions and reguests should be submitted to
staff members in person and/cr utilizing the Inmate Request to Staff Member form,
(Cop-Out). The unit bulletin boards contain written communication of interest to
inmates. These items include Unit Team Open House hours, Call-Outs, change sheets
for the following day, and program review/Unit Team meeting dockets. Unit Managers
may utilize Town Hall meetings at his/her discretion to foster improved
communications.
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PROGRAM REVIEWS

Initial Classifications will be held within 28 days of the inmate’s arrival to

FPC Cumberiand. Program reviews will be held within 90 days for inmates with one
vear or less remaining to be served, or within 180 days for inmates with more than
one year remaining. These are held by the Unit Teams to review program
participation, work assignments, custody, FRP payment compliance, institutional
adjustment, obtaining identification for release purposes (e.g., social security
card and birth certificate), etc. The Unit Team also makes recommendations
regarding transfers and Residential Reentry Center placements. This is also the
opportunity for inmates to request program changes (i.e., transfers and RRP
consideration, furloughs, etc.).

TOWN HALL MEETINGS

Town hall meetings are held periodically to make announcements and discuss changes
in the policy and procedures. Inmates are encouraged to ask pertinent guestions
of staff and any guest speakers who are present. These questions should pertain
to the unit as a whole, rather than personal questions or problems. Personal
questions will be resolved by unit staff members during Open House hours.

DATLY INMATE LIFE

CUBICLE SANITATION

It is the inmate's responsibility to check his living area immediately after being
assigned there and to report damage tc the Correctional Officer, Case Manager, or
Counselor. An inmate may be held financially responsible for any damage to his
assigned cubicle.

All inmeate guarters will be in order prior to the 7:30 a.m. work call. It is
expected that all inmate quarters will be ready for inspection between the hours
of 7:30 a.m. to 4:00 p.m. Failure to fcllow the below listed sanitation
expectaticns will result in a possible disciplinary action, to include, Loss of
Commissary and/or Recreation privileges, Loss of Job, Impounding of Personal
Property, Extra Duty and Restriction to Quarters.

& 211 beds are to be made daily in military fashion including a 6" collar.
Beds will be made each weekday by 7:30 a.m. ©On weekends and holidays, beds
will be made by 10:30 a.m. If an inmate is unassigned, on day off or
vacation, he may lay on top of the made bed without the use of sheets or
blankets. Each inmate 1s responsible for the cleaning and sanitation of his
room. At no time will a mattress be removed from a bunk and placed on the
floor.

® Cubicle floors will be swept and mopped daily, and pericdically stripped and
waxed with the permission of the Unit Manager. The cnly items authorized to
be on cubicle floors are shoes, which will be neatly aligned underneath the
beds. Any other personal property items, to include, focd items, bowls,
books, toilet paper, detergent boxes, scda cans, towels, blankets, legal
materials, hobby craft items, photo albums, etc., is unauthorized for storage
on the floor or underneath the bed, and will be confiscated.

® Trash cans will be emptied daily prior to the 7:30 a.m. work call and as
often as necessary to ensure proper sanitation. Trash bags are not permitted
for placement in cubicle trash cans, and will not be used to store shoes,
clothing or other items.

® Retention of containers in which the original contents have been consumed,
are prohibited, i.e., juice bottles, peanut butter jars, etc. Cleaning
supplies will not be stored in containers as noted above, nor will unit
cleaning supplies be kept in individual cubicles for convenience. This
includes, but is not limited to spray bottles, brooms, dust pans, scouring
powder/pads, etc.
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& Except when explicitly authorized in writing, removal of food from the dining
room i3 not permitited.

¢ The only items authorized for placement on top of the locker are one
religious book and one picture frame. Towels and other coverings on top of
lockers are prohibited and will be subject to confiscation.

® Fach inmate is responsible for ensuring lights, vents, and windows are not
covered and/or blocked in any fashion. These areas will be cleaned daily and
free of dust. The physical structure of the room will nct be altered in any
manner.

® Homemade clothing lines of any type are prohibited. Additionally, clothing
will not be hung from light fixtures, vents, bed rails oxr windows.

® Cocking utensils to incliude bowls and cups will be appropriately stored in a
locker. All others will be considered excessive and subiject to confiscation.
Additionally, bowls will not be stored in lockers with perishable focod
inside. All bowls found in lockers with perishable food will be considered
contraband and disposed of accordingly.

® Towels, blankets or sheets will not be placed on the floor as rugs or draft
stoppers. If found, these items are subject to confiscation.

PERSONAL PROPERTY LIMITS AND STORAGE

Only items issued through regular channels, purchased at the Commissary or through
Special Purchase Orders are authorized for retention. The number of items which
may be retained by an inmate are limited for sanitation and security reasons. The
following list is not all-inclusive, but is a guide to the kind of items an inmate
may be authorized. A complete list of the types and numbers of approved personal
property can be found in the appropriate Institution Supplement and posted on
bulletin boards in the housing units. Inmates may not give any items of value to
another inmate, (i.e., radic, watch, sneakers and commissary items).

STORAGE SPACE - Storage space consists of an individual locker which should be
secured with locks purchased in the institution Commissary. Footwear may be
neatly placed under the bed. The amount of personal property each inmate is
aliowed is limited to those items which can be neatly and safely placed in the
space designated. Under no circumstances will any materials be accumulated to
the point where they beceme a fire or sanitation hazard.

CLOTHING — Civilian clothing of any type (except athletic apparel} is not
authorized. All clothing is to be neatly stored in the individual locker. A
limited number of personal sweatshirts, sweat pants and thermal underwear is
permitted. Individual wash cleoths and towels are issued to inmates.

SPECIAL PURCHASE ITEMS -~ Special Purchase items will be authorized only to the
point where they can be contained in the storage area provided for personal
property.

LEGAL MATERIALS - Legal material must be stored in your locker. Under no
circumstances will legal material be stored cutside of lockers, without
authorization from the Unit Manager. If approval is granted, those legal
materials will not be stored in cardboard boxes.

HOBBY CRAFT MATERIALS - Hobby shop raw materials are only to be stored in the
recreation area with permission of the Recreation Supervisor. Completed hobby
craft work must be disposed of within 30 days of completion. 1In most cases,
hobby craft materials are not permitted in the housing unit.

COMMISSARY ITEMS ~ Special limits apply for items such as stamps, etc. All
commissary items must be stored in an inmate’s individual locker.
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FOGD STORAGE - Food items that are left open create a health hazard and
sanitation concern. These items must be properly sealed at all times.
Containers must be disposed of immediately upon being emptisd of their original

content.

LETTERS,

BOOKS, PHOTOGRAFHS, NEWSPAPERS AND MAGAZINES - An inmate will be

limited to five magazines less than 3 months old, five books (excluding current
school and VT books) and newspapers less than 2 weeks from the publishing date.
One picture in a frame without glass may be displayed. Nothing is to be tacked,
glued, or scotch taped to any surface outside of the lockers.

SPORTS AND MEDICAL EQUIPMENT - A limited amount of sports equipment and a
harmonica may be maintained in the unit. Inmates are allowed to play musical
instruments in designated musical areas only.

RADIOS AND WATCHES - An inmate may not own or possess more than one approved
radio, one set of headphones and one watch at any one time. Proof of ownership
through appropriate property receipts will be regquired. Watches may not have a
value exceeding $100.00. Radios with a tape recorder and/or tape player are not
authorized. Only walkman-~type radios are permitted, and headphones are reguired
at all times.

JEWELRY - Inmates may have a plain wedding band (without stones} and, with prior

approval,

a chain and religicus medal without steones. The value of these items

is not to exceed $100.00 each.

UNIT ACTIVITIES

In order to
procedures,
regulations
inspect the

minimize maintenance costs, pernit uniform inspection and search

and maintain orderly congregate living, institutions impose reasonable
on inmate conduct and furnishings in housing units. Unit staff will
unit and the individual rooms on a daily basis. Failure to follow the

below listed unit rules will result in a possible disciplinary action, to include,
Loss of Commissary and/cr Recreation privileges, Loss of Job, Impounding of
Personal Property, Extra Duty and Restriction to Quarters.

® FEFach individual will conduct himself in a manner that creates an atmosphere
of order and respect for the rights of others.

® Joud talking, running, horseplay, etc., will not be tolerated. The gymnasium
and recreation field are the proper places for gymnastics and exercises.
They will not be permitted in the unit.

® Table games to include dominces, cards, chess, checkers, etc., are to be
played in the unit’s common area. Participation with these games between the
nours of 7:30 a.m. and 4:00 p.m., Monday through Friday, is at the discretion
of the Unit Officer, Captain, and/or Unit Manager. Inmates assigned to be
working during these times are strictly prohibited from game playing during
their work hours. Inmates are permitted to play games in the common area
from 4:30 p.m. to 10:00 p.m., Monday through Friday, and all day on weekends
and holidays. All common area games will cease at 10:00 p.m. Games will not
be permitted in the television rooms. Table games cannot be stored in
individual cubicles. Loud and/or aggressive game playing will not be
tolerated and may result in disciplinary action.

® Gambling in any form is strictly prohibited.

Tattooing in any form 1is strictly prohibited.

® Orderlies will work 37 hours per week and are responsible for the unit
sanitation. However, everyone is responsible for cleaning after themselwves.
Trash and wastebaskets are to be emptied pricr to 7:30 a.m. each day.

® Showers are available all day, as long as showering does not interfere with
the cleaning of the bathrooms. However, inmates may not be in the shower
during an official count.

® Monday through Fridays, during the hours of 7:30 a.m. te 4:0C p.m., with the
exception of Federal holidays, inmates are required to wear the entire green
uniform with the shirt tail tucked in. The only exception to this is if you



FPC CUMBERLAND
ADMISSION AND ORIENTATION HANDBOOK
JUNE 2010

are moving between the housing unit and recreation. In this instance, you
are permitted to wear sweat clothes. Ycou are not permitted to wear sweat
clothes when going to any other area on the compound (i.e., Pill line, the
Administration Building, TRULINCS Room, Laundry, Education, or Food Service}.
When wearing a sweatshirt with your green uniform, the sweatshirts must be
worn under the green shirt.

® GSteel-toed safety shoes must be worn to work, including orderly positions in
the unit. Shoes or sneakers are to be worn in the dining room area.

® Unit televisions may be viewed during established off-duty hours, which
generally coincide with the hours rooms are unlocked. During normal working
hours, the television may be viewed at the discretion of the Unit Manager.

® Perscnal radios may be played in an individual’s room, but headphones must be
used. Radios and headphones will not be allowed in the dining room.
Headphones are not tc be worn and radios are not to be playing while walking
on the compound.

SAFETY

SAFETY INSPECTIONS

Inspections for sanitation, misuse of equipment, safety of hazards and the
presence of contraband will be made by staff on a daily basis. Failure to comply
with these standards on an individual basis may result in disciplinary action.

® Cardbeard boxes as well as shoe boxes create a fire hazard, and will not be
used under any circumstances to store legal materials, food and/or supplies.
Cardboard boxes are not to be used under mattresses. If found, all boxes
will be disposed of appropriately.

® Spray bottles and cther cleaning supplies will be issued from the unit
sanitation supply rooms. Under no circumstance will an inmate be allowed to
possess a personal spray bottle. A2All spray bottles will be issued as needed
and returned upon completion. Inmates will not leave spray bottles in their
assigned quarters unattended. Once finished, the spray bottle will be
returned to the unit sanitation supply room. All spray bottles must bear the
appropriate label of contents.

® Toilet paper will be received on a weekly basis and stored in the cabinet
provided in the restroom on each wing of the unit.

® Make-shift and/or spliced electrical cords constitute a safety hazard and
will not be permitted.

® Eguipment must be used with care at all times. Abuse may result in barring
inmates from using the equipment and the receipt of an Incident Report.

PERSONAL PROTECTIVE EQUIPMENT

Personal Protective clothing and equipment shall be provided and worn in
accordance with 29 CFR, OSHA 1210 & 1926, or as deemed necessary by the Safety
Manager.

Types cof personal protective equipment:

Safety Shoes

Hearing Protection

Eyve Protection

Other (i.e. respirators, hard hats, rubber gloves}

INMATE TRATNTNG

All inmates shall be provided a safe work area, proper equipment with which to
work, and detailed instructicns in the safe way to perform work through the
following:

® Tnitial training received during the A&0 Program.
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® TInitial Job Crientation (IJO) training received upon assignment to a job.

CHEMICAL HAZARD COMMUNICATION PROGRAM-QSHA 12%10.1200

RIGHT TO KNOW LAW - All persons working with and in the area of hazardous
chemicals have the right to know of any risks involwved.

MATERIAL SAFETY DATA SHEETS - Material Safety Data Sheets are located in all
areas that each particular chemical is being used.

CONTAINERS - All chemical ceontainers, including spray bottles, will be properly
labeled and appropriately stored. Inmates are not permitted to store chemicals
in their cubicles.

DISPOSAL - All chemicals must be disposed cf in an appropriate manner.
RECYCLING
At FPC Cumberland, products are recycled to include cardboard, white paper,
newspaper, magazines, plastic, glass, tin cans, aluminum cans, tires, batteries,
and antifreeze. Recycling containers are availlable in each of the housing units
and should be used to dispose of the appropriate material for recycling.
SMOKING/NO SMOKING AREAS
FPC Cumberland is a tobacco free institution. Smoking or chewing of tobacce in
any form is STRICTLY PROHIBITED. Inmates found to be in possession and/or

utilizing any form of smoking or chewing tobacce will be subject to disciplinary
action. The only exceptions are those services authorized by Religiocus Services.

INMATE ACCIDENT COMPENSATION

Inmate Accident Compensation may be awarded to inmates for injuries sustained
while performing work assignments involving the operation or maintenance of a
federal correctional facility, or in approved work assignments for other federal
entities.

Lost-time wages may be awarded to inmates assigned to paid institutional work
assignments involving the operaticn or maintenance of a federal correctional
facility, or in approved work assignments for other federal entities for work-
related injuries resulting in time lgst from the work assignments.

Whenever an inmate worker is injured while in the performance of assigned duty,
regardless of the extent of the injury, the inmate shall immediately report the
injury to his work detail supervisor.

If an inmate worker is involved in successive accidents on a particular work site
in a comparatively short period of time, regardless of whether injury occurs, and
the circumstances of the accidents indicate an awkwardness or ineptitude that, in
the opinion of the inmate's work supervisor, implies a danger of further accidents
in a task assigned, the inmate shall be assigned to another task or detail more
suitable to the inmate's ability.

Work-related injuries, which may result in time lost from the work assignment,
will be presented to the Safety Committes. The committee will make a
determination of the injury's work-relatedness based on the available evidence and
testimony. A determination of work-relatedness for purposes of awarding lost-time
wages is not confirmation on the validity of any subsequent claim to receive
compensation for work-related physical impairment or death.

An inmate may receive lost-time wages at the rate of 75% of the standard hourly
rate for the number of regular work hours absent from work due fo injury sustained
in the performance of the assigned work. Lost-time wages are paid for time lost
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in excess of three consecutively scheduled workdays. The day of injury is
considered to be the first workday regardless of the time of injury.

INMATE ACCTIDENT FOR PERMANENT PHYSICAL IMPATIRMENT OR DEATH

No compensation for work-related injuries resulting in physical impairment shall
be paid prior to an inmate's release.

Compensation may only be pald for work-related injuries or claims alleging
improper medical treatment of a work-related injury.

Compensation is not paid for injuries sustained during participation in
institutional programs to include programs of a social, recreational, or community
relations nature, or from maintenance of cne's own living quarters. Furthermore,
compensaticon shall not be paid for injuries suffered away from the work location
(e.g., while the claimant is going to or leaving work, or going to or coming from
lunch outside of the work station or area).

Injuries sustained by inmate workers willfully or with intent to injure someone
else, or injuries suffered in any activity not related to the actual performance
of the work assignment are not compensable, and no claim for compensation for such
injuries will be approved. Willful vioclation of rules and regulations may result
in denial of compensation for any resulting injury.

No more than 45 days prior to the date of an inmate's release, but no less than 15
days prior to this date, each inmate who feels that a residual physical impairment
exists as a result of an industrial, institution, or other work-related inijury
shall submit an FPI 43, Inmate Claim for Compensation on Account of Work Injury.

Each claimant shall submit to a medical examination to determine the degree of
physical impairment. Refusal or failure to submit to such a medical examination
shall result in the forfeiture of all rights to compensation.

EXCLUSIVENESS OF REMEDY

Inmates who are subject to the provisions of these Inmate Accident Compensation
regulaticns are barred from recovery under the Federal Tort Claims Act. Recovery
under the Inmate Accldent Compensation procedure is the exclusive remedy in the
case of work-related injuries.

SECURITY PROCEDURES
LOCKDOWN COUNTS

One of the first realities of institutional life is Cfficial Counts. It is
necessary for the staff to count inmates on a regular basis. During a count,
irmates are expected to stay quietly in their cubicle until the count is announced
clear. All inmates are expected to be standing during the 4:00 p.m. count and
10:0C a.m. count on weekends and holidays.

When an Official Couni is anncunced, each inmate must return tc his cubicle and
remain there gquietly until it is announced clear. Official Counts will ordinarily
be taken at 12:00 midnight, 3:00 a.m., 5:00 z.m., 4:00 p.m. (stand-up) and

10:00 p.m. An additiocnal stand-up count will be conducted zt 10:00 a.m. on
weekends and holidays, and other counts may occur during the day and evening.
Staff may take disciplinary acticn if an inmate is not in his assigned area during
a count. Disciplinary action may also be taken against inmates for leaving an
assigned area before the count is cleared. The inmate must actually be seen at
all ccunts, esven if the inmate must be awakened.
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CALL-0OUTS

Call-Outs are a scheduling system for appeintments (which include hospital,
dental, educational, team meetings and other activities), and are posted each day
after 4:00 p.m. on the day preceding the appointment. It is the inmate's
responsibility to check for appointments on a daily basis. BAll scheduled
appointments are to be kept. Inmates are subject to disciplinary action for
failure to report teo call-ocuts.

CONTRABAND

Contraband is defined as any item or thing not authorized or issued by the
institution, received through approved channels, eor purchased through the
Commissary. Each inmate is responsible for all items found in their assigned
living area and should immediately report any unautherized item to the Message
Center Officer or Unit Team Member. Any item in an inmate’s personal posssssion
must be authorized, and a record of receipt of the item should be kept in the
inmate’s possession. Inmates may not purchase radios or any other items from
another inmate, or lcan items to other inmates. Items obtained in this manner are
considered contraband and will be confiscated. BAn altered item, even if an
approved or issued item, is considered contraband. Altering or damaging
government property is a violation of instituticnal rules and the cost of the
damage will be levied against the violator.

SEARCHES

Any staff member may search an inmate’s person and/or room to retrieve contraband
or stolen property. It is not necessary for the inmate to be present when his
room is inspected. The property and living area will be left substantially in the
same general condition as found. These inspections will be unannounced and
random.

DRUG SURVEILLANCE

The Bureau operates a drug surveillance program that includes mandatory random
testing, as well as testing of certain other categories of inmates. If a staff
member orders an inmate to provide a urine sample for this program, and the inmate
does not do so, that inmate may be subject to receiving an Incident Report.

ALCOHOL DETECTION

A program for alcohol surveillance is in effect at this institution. Random
samples of the inmate population are tested on a routine basis, as well as these
suspected of alcohol use. A positive test may result in the issuance of an
Incident Report. Refusal to submit to the test may also result in an Incident
Report.

FIRE PREVENTION AND CONTRCL

Fire prevention and safety are everyone'’s responsibility. Inmates are reguired to
report fires to the nearest staff member. Piles of trash or rags in closed areas,
combustible material, items hanging from fixtures or electrical receptacles, or
other hazards cannot and will not be tolerated. Regular fire drills will be
conducted and fire inspections will be made by qualified professicnals.
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PROGRAMSE AND SERVICES
IDENTIFICATION CARDS

Inmates are required to have their identification card in their possession
whenever they leave the housing unit. Inmates may not give their identification
card toc another inmate for any reason. If the inmate loses, destroys, damages, or
inappropriately neglects his identification card, he will be responsible for a
$5.00 replacement cost for the new I.D. card.

WAKE-UP

General wake-up for all inmates will be when the morning mainline is announced.

It is the inmate’s responsibility to leave the unit for work. Late sleepers who
are unable to maintain a clean rcoom or arrive at work on time may be subject to

disciplinary action.

CLOTHING EXCHANGE & LAUNDRY

The laundry exchange line will open for the entire population, Monday Through
Friday from 11:00 a.m. teo 12:00 p.m. Last call will be announced at 11:45 a.m.

Exchanges and alterations will be by appointments only. The appointment will be
made by submitting an Inmate Request to Staff Member to the laundry staff during
the laundry exchange line. The inmate will then be placed on the call cut for his
appointment.

Cn linen exchange day, the inmates will drop off and pick up at the same fime.
Sheets and pillow case must be exchanged as a set. The inmate must bring two
sheets and one pillow case to exchange these items.

The laundry will issue hygiene items on the 2™ and 4™ Thursdays only.

The following is the daily exchange line schedule:

Monday- Bag wash day entire population. One bag only per inmate {(white
or dark, no mixzing). Pick up the bag from Fridays exchange.

Tuesday-— Bag wash day entire population. One bag only per inmate (white
or dark, no mixing). Pick up the bag from Monday exchange.

Wednesday—- Linen exchange for entire population. Two sheets and one pillow
case must be presented for linen exchange. Pick up the bag from
Tuesday exchange.

Thursday- Bag wash day entire population. One bag only per inmate (white
or dark, no mixing). No bag pick up. Hygiene items and
stationary supplies issue.

Friday- Bag wash entire population. One bag c¢nly per inmate (white or
dark, no mixing). Pick up the bag from Thursday exchange.

COMMISSARY

Inmate funds are retained by Centralized Banking {(National Lock Box) in a trust
fund, from which the inmate may withdraw money for personal spending in the
institution commissary, family support, or other approved purpcses. Accumulated
institutional earnings and moneys sent from outside are given to the inmate upon
release, or may be mailed to the inmate. FPC Cumberland utilizes the Trust Fund,
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Accounting and Commissary System (TRUFACS) a computerized commissary withdraw
system that simplifies purchasing and gives the inmate an improved, up-to-date
record of all account activity.

Each inmate is required teo register on the fingerprint identification system prior
to conducting any commissary sales. Sales are conducted using TRUFACS after
positive fingerprint identification of the inmate.

The Commissary will conduct sales according to the inmates housing unit.
Commissary shopping lists for the unit shopping will be accepted from 11:15 a.m.
to 11:45 a.m. at the Camp Laundry. Inmates will be permitted to shop once per
week. After shopping, inmates must return to their units to store their purchases
before going to other areas of the institution.

On Monday and Wednesday an Over the Counter Medication sale will be conducted from
11:00 a.m., until work call is announced. On Fridays, a photo ticket and Over the
Counter Medication sale will be conducted from 11:00 a.m., until work call is
announced.

Regular sales will be conducted after the £:00 p.m. count until 8:30 p.m. on
Monday and Tuesday. For evening shift workers who are working on their scheduled
shopping night, there is an afternoon sale on Monday from 1:00 p.m. to 3:00 p.m.
Only those inmates who are on the approved shopping list for this early sale will
be permitted to shop. Evening shift inmates must have their names submitted by
their work detail supervisor no later than 4:00 p.m. Friday of the pricr week.

RAll commissary shopping lists for this afternoon sale must be submitted from 11:15
a.m. to 11:45 a.m.

The shopping day seguence for FPC Cumberland will be rotated on a quarterly basis
and the schedule will be posted on the Commissary bulletin board along with a
current shopping list.

If you have any problems or questions with your account, submit an Inmate Request
to Staff Member to the Trust Fund Department, the Trust Fund Supervisor, or the
Cashier. Be sure to maintain any receipts or papers you may need to document your
problem.

INMATE TELEPHONE SYSTEM (ITS)

Inmates may only use the telephone in their housing units. Telephones are tc be
used to maintain family and community ties within lawful boundaries. Disciplinary
sanctions may be imposed for abuse of the telephone privileges. During the
Institution Admission and Orientation, the Trust Fund Representative will review
the operation of the Inmate Telephone System [ITS).

Making V-PIN Calls From Inmate Telephones:

1. The V-PIN speaker identification registration process requires you to dial
111 and enter your Phone Access Code (PAC) number. The system will then
prempt you to; clearly state your first and last name after the tone. The
system will store your name with your PAC number and you will then be
prompted to confirm your first and last name by restating them after the
tone. If the registration names match then the voice recording will play
back to you, and will make your registration complete.

2. It is important that you clearly state your first and last name as it
appears on your Commissary card. Speak directly intce the phone when stating
your name.

3. On each subsequent call the system will prompt you to clearly state your
first and last name. The system will match your name and voice to the name
and voice stored during the registration process in step 1. Only the name
and speaker’s voice used in step 1 will allow you to make calls. You will
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be allowed up to three attempis per call to match your name with your
registered name and PAC without having to redial.

4. Your registered name will be played to the called party on all phone calls.

5. If you do nolt remember how you said your name, please dial 112 and your PAC
number and it will play the recorded voice from Step 1. Once heard, hang up
and dial again.

Dialing Instructions:

Local Call:
1. Listen for a dial tone.
2. Enter the ten digit telephone number.
3. Wait for the new dial tone.
4. Enter your Phone Access Code (PAC).
Example: (301)555-1234-357926819

Long Digtance Call:
1. Listen for the dial tone.
2, Enter 1, area code, and telephone number, for collect calls enter 0, area
code, and telephone number.
3. Wait for the new dial tone.
4. Enter your Phone Access Code [PAC).
Example: 1-202-555-1234-357926819

International Call:
1. Listen for the dial tone.
2. Enter 011, country code, city code, and telephone number.
3. Wailt for the new dial tone.
4. Enter your Phone Access Ccde (PAC).
Example: 011-35-24-426974-357926819

With ITS, the called party shall have the capability to deny and/or block further
telephone calls from inmates through their home telephone. A voice prompt will
direct them through the process. Once a telephone number is blocked by the
intended recipient via his/her telephone, that same number can be unblocked by the
recipient only upon receipt of a written request for reinstatement by the intended
recipient to the Trust Fund Staff. To ensure the called party’s identity, the
request for reinstatement must include a copy of a recent telephone bill. Trust
Fund staff will process this request expeditiocusly.

The Phone Access Code (PAC) is a nine-digit number which allows an inmate access

to the ITS. This code will be established for an inmate upon his arrival at any

institution. All inmates should treat their code number as strictly confidential
and shall not share this number with any other inmate. Sharing or selling of the
PAC numbers between inmates will result in disciplinary action. To obtain a new

or replacement PAC number for any reason, the inmate will be required to complete
a BP-199 (Request for Withdraw of Inmate Funds) in the amount of $5.00 charge to

help defray the cost of establishing the number.

In order for an inmate to utilize the debit system of the ITS, the inmate will be
required to purchase phone credits through the phone system. Inmates may purchase
phone credits anytime the phone system is operational, esach weekday and anytime
during the weekend. The system will zllow two transfers per day. Telephone
credits will not be deducted from the inmates monthly spending limit. ITS credits
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will not be credited back to the inmates commissary account exceépt for the
following:

L Irmates on telephone restriction for more than thirty (30) days.
L Release from the Institution.
. In rare or unusual instances as the Warden deems appropriate.

All calls are limited to 15 minutes, the system provides a warning tone
approximately one minute before the call is disconnected. Upon completion of a
telephone call, inmates will not be permitted to make another czll for 15 minutes.
Inmates are only authorized to make up to 300 minutes per month of debit calls or
collect calls. Revalidation to your 300 minutes is based on your commissary
revalidation date.

The Bureau of Prisons collect call provider is Value Added Communications (VAC).
VAC provides collect call services and pre-paid accounts for persons receiving
calls from inmates. WVAC can be contacted by persons receiving calls frem inmates
at 1-800-9513-6097 (for domestic long distance) and 1-872-637-0070 (for
international calls).

All inmate telephones are subject to monitoring and recording. In order to
arrange an unmonitcred attorney call, inmates will need to submit a Cop-Out
(Inmate Request to Staff member) to a member of their Unit Team. Inmates are
allowed a total of 30 approved telephone numbers on their telephone list. This
includes numbers for collect calls. All changes to you phone list must be
completed in Trust Fund Limited Inmate Computer System (TRULINCS). Once a phone
number 1s placed in TRULINCS, you should be able to place a czll to that number
within 15 minutes.

The telephones will normally be operational during the following hours:

Monday through Friday 6:00 a.m. to 8:00 a.m.
10:30 a.m. to 12:30 p.m.
3:00 p.m. to 11:30 p.m.

Saturday, Sunday, & Holidays 6:30 a.m. to 11:30 p.m.
* %k

** One phone in each unit will remain operaticnal from 6:00 a.m. to 11:30 p.m.

The use of a telephone must not interfere with institution schedules, programs,
work assignments, or counts.

TRUST FOUND LIMITED INMATE COMPUTER SYSTEM (TRULINCS)

The Trust Fund Limited Inmate Computer System (TRULINCS) is & program that allows
inmates to perform functions including contact list management, public messaging,
account transaction viewing, and fund withdraws (BP-199). TRULINCS provides
inmates with some limited capabilities to send and receive electronic
correspondence without having access to the Internet. TRULINCS terminals are teo
be used to maintain family and community ties within lawful boundaries.
Disciplinary sanctions may be imposed for abuse of the TRULINCS privileges.

All inmates have access to TRULINCS. To access the system they will log in using
their register number, PAC number, and PIN number. Your PIN number can be
cptained from the Commissary. If you get locked out of TRULINCS by three (3)
failed attempts of entering the wrong information, yeu will need to submit an
Inmate Request to Staff Member to the Trust Fund Supervisor to have your account
unlocked.

All inmates shculd treat their PAC and PIN numbers as strictly confidential and

shall not share this number with any other inmate. Sharing or selling of the PAC
numbers between inmates will result in disciplinary action. To obtain a new or
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replacement PAC number for any reason, the inmate will be required to complete a
BP-199 (Request for Withdraw of Inmate Funds) in the amount of a $5.00 charge to
help defray the cost of establishing the number.

You are authorized 100 contacts in TRULINCS (30 e-mail addresses & 30 phone
numbers). All contact information requires the full name, address, city, state,
and zip code. E-mail addresses need to be entered into the TRULINCS accurately.
Special attention should be given to the spelling and capitalization of the e-mail
address. Example: jdoelanywhere.com is not the same as JDOE@anywhere.com.

Inmates enter the e-mail addresses and phone numbers into TRULINCS with their
contact information. Changes to your contact information can be completed anytime
TRULINCS is operational.

Note: All mail leaving the institution requires a mailing label. Mailing labels
can be printed in the TRULINCS room. You can print up to 10 labels per day. This
is a free service.

In order for an inmate to utilize the Electronic Messaging Portion (e-mail) of
TRULINCS, the inmate will be required to complete and submit an Tnmate Agreement
for Participation in TRULINCS Program form. When the agreement form is received,
the inmate will be given authorization to use the system. At the beginning of
every session, the inmate will be given the opportunity to purchase TRU-Units.
This is the only opportunity during a log-on session that TRU-Units can be
purchased. TRULINCS credits will not be deducted from the inmate’s monthly
spending limit. TRULINCS credits will not be credited back to the inmate’s
commissary account except for the following:

Inmates on TRULINCS restriction for more than thirty (30) days.
Release from the Institution.

In rare or unusual instances as the Warden deems appropriate.
Removal from the TRULINCS Program

With TRULINCS, the e-mailed party has the capability to deny and/or block further
correspondence from inmates through their computer. Once an e-mail address is
blocked by the intended recipient, that same e-mail address can be unblocked by
the recipient only upon receipt of a written request for reinstatement by the
intended recipient to the Trust Fund Staff. Trust Fund staff will process this
request expeditiously. All log-on sessions are limited to 60 minutes.

Upon completion of a session, inmates will not be permitted to log-on again for
another 15 minutes. All e-mail messages are subject to monitoring. The TRULINCS
terminals will normally be operational during the following hours:

Monday through Friday 6:00 a.m. to 12:30 p.m.
3:00 p.m. to compound closed
Saturday, Sunday, & Holidays 6:00 a.m. to compound closed

The use of the TRULINCS terminals must not interfere with institution schedules,
programs, work assignments, or counts.

Spending Limitation

The Bureau expenditure limitation will be computed on various times throughout the
month depending upcn the fifth digit of the inmate’s register number. The
following is the validation schedule:

Fifth Digit Day of the Month

lst
4th
7th
10{11
13th

= whheP o
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5 lgt®
6 29t
7 22nd
8 25t
5 28t

The monthly spending limit will be determined in accordance with Program Statement
4500.07. The spending limit is currently $320.00 per month. Stamps, phone
credits, TRU-UNITS, copy cards, and over-the-counter medications are not charged
against the monthly spending limitation.

Inmates that are Financial Responsibility Program (FRFP) delinquent will be limited
to a monthly spending limitation of $25.00.

Account Information

All account information can be viewed on TRULINCS. Account transactions can be
viewed in a 30 day period for the past 90 days. The account transaction can be
printed for a fee of .15 cents per page. Commissary receipts can be viewed ox
printed for the last 90 days. There is also a fee of .15 cents per receipt.

Finality of Sales

Shoppers are advised that after the inmate has left the sales window, the sale is
final. The Commissary cannot accept returns or exchanges and they cannot grant
refunds. Items are to be inspected at the time of purchase at the sales window.
All shoes that are purchased will be tried on at the sales window to ensure proper
size and all clothing items will be checked for the proper size.

Inmate Conduct During Sales Hours

Inmates are expected to conduct themselves in an orderly fashion during sales

hours. Failure to maintzirn conduct in accordance with Bureau and Institution

policy will result in an incident report. The following are special rules for
shopping during sales hours:

No more than 5 inmates in the sales lobby at one time.

The shopping list must contain the inmate’s name and register number.
No eating in or near the Commissary.

No icitering in or near the Commissary.

Ne arguing with the Commissary staff or inmate workers for any reason.

Special Purchase Order (SPO)

Special purchase orders can be requested for hobby craft items, religious articles
and certain supplies. Request for special purchase order forms may be obtained
from Recreation Staff, Chaplain, and Unit Counselor. Special Purchase Orders with
a unit cost of $100.00 or more must be approved in writing by the Chief Executive
Cfficer.

Deposits to Accounts

A1l funds being sent to inmates in the Bureau of Prisons custody must be sent to
the National Lock Box at the following address:

Federal Bureau of Prisons
Insert Inmate Committed Name
Insert Inmate Register Number
Post Office box 474701

Des Moines, IA 50947-0001
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Please notify all persons who send you funds that they must send all funds to the
National Lock Box mailing address above and they must adhere to the following to
avoid unnecessary delays in posting:

L Print the inmate’s committed name (no nicknames or aliases) and
register number on all negotiable instruments and envelopes.

L Print legibly on both the negotiable instrument and envelope.

° Print the return address legibly in the upper left hand corner of

envelope to ensure that funds can be returned in the event the funds
cannot be posted to the inmate’s account.
° Use regular-sized envelopes (letter or legal size).

DO NOT send funds directly to the institution. These funds will be returned to
the sender.

DO NOT send greeting cards, letters, pictures, or any other personal items in the
envelope. These items will be destroyed.

DO NOT send cash or coins.
DO NOT send legal documents or forms. These cannot be forwarded to the inmate.

Deposits to the Inmate Deposit Fund Accounts from outside sources are accomplished
through the National Lock Box Program (Centralized Banking). Checks and other
Negotiable Instruments will be received and posted in accordance with Program
Statement 2000.2, Chapter 10967. All domestic and foreign negotiable instruments
shall be placed on hold. All non-postal money orders and non-government checks
processed through the National Lock Box will be placed on a 15-day hold. Foreign
negotiable instruments payable in U.S. Dollars shall be held 45 days. The holding
period shall begin the day National Lock Box enters the instrument into the Trust
Fund, Accounting and Commissary System (TRUFACS). Negotiable instruments with
expired validity dates shall not be accepted.

The following items are not held and funds are immediately available to the inmate.
However, some negotiable instruments may require a hold if they are deemed a
financial risk:

® U.S. Postal Money Orders.

L] U.S. Government-issued checks (Federal, State, county, municipal).

L Privately contracted correctional facility checks.

® Postal money orders issued by Anguilla, Antigua and Barbuda, Bahamas,
Barbados, Belize, British Virgin Islands, Corcnado, Dominica, Grenada,
Montserrat, St. Christopher, Nevis, St. Lucia, and St. Vincent and the
Grenadines.

° Canadian postal money orders payable in U.S. dollars.

In addition to the National Lock Box program inmate families and friends may also
send inmate funds through Western Union’s Quick Collect Program. All funds sent
via Western Union’s quick collect will be posted to the inmate’s account within two
to four hours, when those funds are sent between 7:00 a.m. and 9:00 p.m. EST (seven
days per week including holidays). Funds received after 9:00 p.m. EST will be
posted by 9:00 a.m. EST the following morning. Funds sent to an inmate through
Western Union Quick Collect may be sent via one of the following ways:

° At an agent location with cash: The inmate’s family or friends must
complete a Blue Quick Collect Send Form. To find the nearest agent
they may call (800)325-6000 or go to www.westernunion.com.

L By phone using a credit/debit card: The inmate’s family or friends may
simply call (800)634-3422 and press option 2.
° Online using a credit/debit card: The inmate’s family and friends may

go to www.westernunion.com.
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1) Select Bill Payment
2) Select Quick Collect

For each Western Union Quick Cecllect transaction, the following information must be
provided:

) Inmate Register Number
2) Inmate Committed Name
3) City Code: FBOP

43 State Code: DC

Please note that the inmate name and register number musti be entered correctly. If
the sender does not provide the correct information, the transaction cannoct be
completed. The City Code will always be: FBOP and the State Code will always be:
BC.

Each transaction is accepted or rejected at the point of sale. The sender has the
sole responsibility of sending the funds to the correct inmate. If an incorrect
register number and/or name are used and accepted and posted to that inmate, funds
may not be returned.

Any questions or concerns regarding Western Union Transfers should be directed to
Western Union by the sender (general public). Western Union customer service can
be reached at (800)634-3422.

Commissary Fund Withdrawals

All BP-199's need toc be completed in TRULINCS. After the form is saved and printed
(this is a free service), the form needs to be delivered and signed by you in the
presence of your Unit Staff. The Unit Staff will deliver the hard copy to the
cashier for processing. Unit Managers are the approving officials for withdrawals
up to $500.00. Any request for withdrawal exceeding $500.00 shall be approved by
the Associate Warden {Programs). Withdrawals for education and leisure time items
must be approved by the Supervisor of Education.

Note: Payments te the institution (I.D.Cards, PAC nunmbers, copies, or DHO sanctions
for monetary restrictions) are to be conmpleted on the green bubble form (BP-199)
and are not to be completed in TRULINCS. fThe bubbles on this form do not need to
be filled in. The only information that is needed is Name, Register Number, Dollar
Amount, Reason, and sign the form in the presence of your Unit Staff.

JOB ASSICGNMENTS

All inmates are expected to maintain a reqular job assignment. Most job
assignments are contrelled through the Performance Pay System which provides
monetary payment for work. The current pay scale is as fellows:

Grade 4 - $.12 per hour
Grade 3 - 5.17 per hour
Grade 2 - $5.29 per hour
Grade 1 - $.40 per hour

Failure to pay fines and other monetary cobligaticons, being sanctioned for a

Code 100/200 Prohibited Act violation involving drugs/alcohol, or fallure to
participate in the required drug education or to show progress towards educational
goals may result in pay restrictions. In most instances, Unit staff approve job
changes and see that the changes are posted on the Daily Change Sheet.

To reguest a change in detail assignment, submit a Cop-Qut to the detail requested.
If approved, have the request approved by the losing detail and submit the signed
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Cop-Out to Unit Staff. Inmates are to remain on a job assignment for 90 days
before being reassigned unless approved by the Unit Manager.

FEDERAL PRISON INDUSTRIES

Federal Prison Industries (FPI) employs and trains inmates through the operation
of, and earnings from, factories producing high-quality products and services for
the federal government. FPI at FCI Cumberland produces signs for various
government agencies and it provides funds for other inmate prograns.

INDUSTRIAL PAY: FPI provides five (5) standard hourly rates, (which are subject to
change), as follows:

GRADE HOUR DAY ESTIMATED MONTHLY PAY
(21 DAYS)
5 .23 1.73 36.33
4 .46 3.45 72.45
3 .69 5.18 1cg.78
2 .82 6.90 144.90
1 1.15 8.63 : 181.23

To be promoted above Grade 4, inmates must have a verified high school diploma or
have cbtained a GED.

All overtime pay is computed on a double time basis. The normal working day is 7.5
hours. To receive overtime pay you must first have 7.5 hours on the day vyou work
overtime. Inmate payrolls are computed in the Business Office and forwarded to the
Commissary the first week of the month following the month being paid. Questions
about payzroll will be resclved by the detail foreman whenever possible. If you are
not satisfied with the Foreman's answer you may submit a Cop-Cut to the Business
Manager.

All inmates working in FPI receive pay for 10 helidays per year. To be eligible
for holiday pay, you must be in FPI work status the work day before and tha workday
following the holiday.

LONGEVITY - Inmates who have worked in Federal Prison Industries for 18 months will
be eligible to receive $.10 extra per hour in pay status. Inmates who have worked
FPI for 30 months will be eligible to receive $.15 extra per hour in pay status.
Inmates who have worked for FPI for 42 months will be eligible to receive $.30
extra per hour in pay status.

Inmates who have been in Grade 1 positions for six {6) months or more are eligible
to be considered for premium pay which is an additional $.20 over base pay.
Premium pay is used to reward inmates who regularly and routinely make
centributicns to FPI operations that exceed the standards required of tham. Such
inmates should assist in training new inmate workers, demonstrate leadership
gualities and make contributions to the efficiency of preducticn and operations.
Premium pay is limited to 10% of all Grade 1 workers.

FOOD SERVICE

Inmates at FPC Cumberland are provided nutritious and appealing meals in accordance
with the National menu. Food portions will be rationed for all items served off the
serving line. All items not served from the serving line but provided on the hot
bars or salad bars are considered non-rationed items and are seif served. Non-
rationed items will ordinarily be provide as long as there is no excess waste. A
Certified Religious Diet is available upon approval from Religious 3ervices.

18



FPC CUMBERLAND
ADMISSION AND ORIENTATION HANDBOOK
JUNE 2010

Inmates may make their reguest for placement to the Certified Religious Diet
program through a written reguest to the Chaplain.

The only authorized headgear in the food service area are Muslim or Rastafarian
Kufis, Native Bmerican headbands or Jewish Yarmulkes. Items such as radios, laundry
bags, books, perscnal plates, silverware, or cups are not permitted in the Food
Service department. Inmates are not permitted to take any food products out of the
dining hall. The meal hours established at FPC Cumberland are as follows:

BREAKFAST Monday-Friday 5:00 a.m.

LUNCH Monday-Friday 11:00 a.m.

DINNER Daily after the 4:00 p.m. count has cleared
COFFEE HOUR Weekends/Holidays 7:00 a.m.

BRUNCH Weekends/Heolidays 10:45 a.m.

All holiday and picnic meals will be served on a schedule as designated by the Food
Service Administrator, and will be reflected on the cycle menu.

After all housing units have been called te mainline a Last Call announcement will
be made. This provides inmates with a final opportunity of approximately ten
minutes to report for the mainline meal. All inmates must enter focd service
through the doors nearest the Camp Laundry.

EDUCATION PROGRAMS

The Education Department at FPC Cumberland offers a variety of programs for all
skill levels. Some of the activities that are available include GED classes, ESL
classes, VT classes, Bpprenticeship programs, ACE classes, Correctional Learning
Network (CLN) classes, Parenting classes, Hope House Book Reading program, leisure
time activities and library services. BAs new educational activities become
available, flyers are posted in the units, education, and rescreation. The flvers
will contain information abeout each class te include sign-up procedures. Both a
law library (electronic law library) and leisure library are maintained in the
Education Department.

More information about the Education Department is discussed during the Admission
and Orientation program.

RECREATION, LEISURE AND SOCIAT, PROGRAMS

Leisure activities and recreaticnal programs are also supervised by the Recreation
Department. These programs help develop an individual wellness concept for
participants. Programs include indcor and outdoor activities, and range from
individualized arts and crafts programs te intramural team sports such as softball,
baskethall and volleyball. Physical fiiness weight reduction and wellness
awareness programs are also important activities for inmates and contribute to
mental health, good personal relations and stress reduction. In addition, inmates
can learn to use their free time constructively.

A variety of activities are available on the recreation yard, in the gymnasium, and
in the leisure center for ‘off-duty’ inmates. Special events, including unit or
institution-wide tournaments, are held on all major holiday and weekends.

Intramural Code of Conduct

The primary purpose of our intramural sperts program 1s to provide an organized,
safe, and enjoyable form of recreation for all interested inmates. Emphasis is
placed on creating a pesitive, non-threatening atmosphere in which players,
coaches, officials, and spectators can relax and enjoy the social interaction and
physical benefits of athletic competition.

As such, there will be nc tolerance for unsportsmanlike conduct cor for those who
can not maintain control of their actions and/or emotions while participating in
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the intramural program. The integrity of the Recrealtion Department’s intramural
program will not be compromised by inmates who cannot conform to the general rules
of sportsmanship, as well as posted intramural rules.

All participants are advised that violations of intramural rules, in many cases,
constitutes a violation of Bureau peclicy and may result in disciplinary actions
above and bevond those stated in the following intramural rules and regqulations.

Rules of Conduct

1. Any player or coach ejected from a game is suspended from all intramural
competition for a minimum of 2 games and up to 2 months. This will depend on the
severity of the infraction. A player with two technical fcouls (basketball) or a
red card (soccer) will be ejected from the game and the minimum 2 gams suspension
issued. A participant suspended from one league cannct play in ancther league
{basketball, wvolleyball, soccer, and softball) while under suspensicn. A violation
of this rule will result in suspensicn from the intramural program for a minimum
period of 1 year.

2. Participants will treat staff and officials with respect at all times. BRbusive
language and threatening gestures or behavior will not be ftolerated. Violations
will result in an immediate expulsion from the game and a minimum of Z months
suspension. Such incidents may involve additional disciplinary action as
determined by Recreation Staff, Correctional Services, Unit Team, or the
Cisciplinary Hearing Officer (DHO). '

3. Any player or coach placed on suspension a second time, from any intramural
sport, within 6 months from the date of eligibility from the previous suspension,
will be suspended from all intramural participation for a minimum period of 1 year.
This includes soccer, basketball, wvolleyball, softball, regular season, practice
games, special tournaments, etfc.

4. If any recreation property {(jerseys, whistles, gloves, balls, etc.) is
confiscated from an inmate’s person or property, that inmate will be suspended from
all intramural sports for a minimum of 6 mcnths, and will be subject to receiving
an incident report for possession of contraband.

5. Any coercive action {threats, bribes, etc.} made to any official before,
during, or after a game by any player cor coach can result in suspension from all
intramural sports for a minimum peried of 1 year.

6. Officials who threaten players or ccaches are subject to the same disciplinary
actions as players.

7. Coaches are responsikle for their team’s conduct while participating in the
league. The coach may be ejected from the a game if he cannct control his players’
behavior. Coaches ejected will be subject to the same penalty as players.

8. Any player invelved in any type of physical altercation is subject to
disciplinary action and suspension from all intramural activities for & minimum of
1 vyear.

9., Participants who throw or kick basketballs, softballs, soccer balls, or
volleyballs, against the walls, ceilings, etc. are suspended for a minimum of 2
games and will be held financially responsible for any damage to property and/er
equipment. '

10. To be considered for participation in a varsity game an inmate must have clear
conduct for a minimum of 1 year.

11. Participation without signing the code of conduct may result in a minimum two
game suspension and forfeiture of all games played prior to signing.
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COUNSELING ACTIVITIES

There are many alternatives for inmates who have personal problems and desire to
correct them. These options include Narcotic’s and Alcoholic’s Anonymous, self-
image groups and other voluntary groups. Inmate participation in these activities
will be encouraged upon staff’s assessment of inmate needs, but participation in
such activities is voluntary. However, when recommended by the inmates Unit Team,
they are strongly encouraged to participate. Staff in each unit are available for
informal counseling sessions and formal group counseling activities.

Inmates who were sentenced or had release revoked after September 1%91, and meet
one of the following criteria are required to participate in substance abuse
counseling:

® Have a judicial recommendation for institutional drug treatment.

® Drug or alcohel use contributed to the commission of the instant offense.

® Drug or alcohol use was one of the reasons for & violation of supervised
release, parole, or community corrections center placement.

® Other interested inmates may contact the Drug Abuse Counselor by Cop-Out to
express their desire tc participate in the Program.

Residentizal drug abuse treatment is available to any inmate who gualifies for
admission based on documentation of a history of severe substance abuse. This is
an intensive 9 month treatment program which also includes a community corrections
component of up to 6 months of community based treatment. FPC Cumberland has a
Residential Drug Abuse Treatment Program which is based in the Program Unit. Non-
Residential drug abuse treatment is also available for inmates at FPC Cumberland.
This program is designed for inmates who wish to receive treatment for substance
abuse problems, but who do not qualify for residential drug treatment or lack
sufficient time remaining on their sentence for participation in this program.

PSYCHOLOGY AND PSYCHIATRY PROGRAMS

The Psychology Services Department at FPC Cumberland is available to the inmate
population Monday through Friday from 7:30 a.m. to 4:00 p.m. on an appointment
basis only. Appointments can be made by submitting a Cop-Out to Psychology
Services, the Unit Team or Health Services. Inmates experiencing an emergency
situation to include serious depression or suicidal thoughts, should report this to
the nearest staff member. Under these circumstances, inmates are generally seen
immediately by Psychology staff. An on-call Psychologist is available after hours
to deal with emergency situwations which may arise on evenings or weekends.
Psychology Services generally holds Open House hours twice per week on Monday and
Thursday. During this time, inmates may walk-in and talk with sither a
psycheologist regarding mental health concerns or a drug treatment specialist for
issues regarding drug programming.

Various services provided include individual counseling, crisis intervention, drug
and alcohol treatment and special group programs. Popular programs such as Anger
Management, Victim Impact Counseling Group, and Stress Management are coffered
throughout the year.

Psychology Services staff also work closely with a consulting Psychiatrist and
Health Services staff in order to provide treatment to inmates who require
medication for various psychological symptoms.

SEXUAL ABUSE/ASSAULT PREVENTION AND INTERVENTION PROGRAM

This information is an overview for cffenders concerning the Sexual Abuse/Assault
Prevention and Intervention Program. No one has the right to pressure you to
engage in sexual acts.

You de not have to tolerate sexually abusive behavior or pressure to engage in
unwanted sexual behavior from another inmate or a staff member. Regardless of your
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age, size, race, ethnicity, or sexual orientation, you have the right to be safe
from sexually abusive behavior.

What Can You Do To Prevent Sexually Abusive Behavior?

Here are some things you can do to protect yourself and others against sexually
abusive behavior:

® Carry yourself in a confident manner at all times. Do not permit your emotions
(fear/anxiety) to be obvious to others.

® Do not accept gifts or favors from others. Most gifts or favors come with
strings attached to them.

® Do not accept an offer from ancther inmate to be your protector.

® Find a staff member with whom you feel comfortable discussing your fears and
COncerns.

® Be alert! Do not use contrakand substances such as drugs or alcohel; these can
weaken your ability to stay alert and make good Jjudgments.

® Be direct and firm 1f others ask you to do something you don’'t want to do. Do
not give mixed messages to other inmates regarding your wishes for sexual
activity.

® Stay in well 1lit areas of the institutien.

® Choose your associates wisely. Look for people who are involved in positive
activities like educational programs, psychology groups, or religious services.
Get involved in these activities yourself.

® Trust your instincts. If you sense that a situation may be dangerous, it
probably is. If you fear for your safety, report your concerns to staff.

What to do if you are Afraid or Feel Threatened?

If you are afraid or feel you are being threatened or pressured to engage in sexual
behaviors, you should discuss your concerns with staff. Because this can be a
difficult topic te discuss, some staff, like psychologists, are specially trained
to help you deal with problems in this area.

If you feel immediately threatened, approach any staff member and ask for
assistance. It is part of his/her job to ensure your safety. If it is a staff
member that is threatening you, report your concerns immediately to ancther staff
member that you trust, or follow the procedures for making a confidential report.

What to do if you are Sexually Assaulted?

If you become a victim of & sexually abusive behavior, you should report it
immediately to staff who will offer you protection from the assailant. You do nct
have to name the inmate(s) or staff assailant{s) in order to receive assistance,
but specific information may make it easier for staff to know how best to respond.
You will continue to receive protection from the assailant, whether or not you have
identified him or her (agree to testify against him/her).

After reporting any sexual assault, you will be referred immediately for a medical
exanination and clinical assessment. Even though you many want to clean up after
the assault it is important to see medical staff BEFORE you shower, wash, drink,
eat, change clothing, or use the bathroom. Medical staff will examine you for
injuries which may or may not be readily apparent to you. They can also check you
for sexually transmitted diseases, pregnancy, i1f appropriate, and gather any
physical evidence of assault. The individuals whe sexually abuse or assault inmates
can only be disciplined and/or prosecuted if the abuse is reported. Regardless of
whether your assailant is an inmate or a staff member, it is important to
understand that you will never be disciplined or prosecuted for being the victim of
a sexual assault.
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How Do You Report an Incident of Sexually Abusive Behavior?

It is important that you tell a staff member if you have been sexually assaulted.
It is equally important to inform staff if you have witnessed sexually abusive
behavior. You can tell your Case Managexr, Chaplain, Psychologist, SIS, the Warden
or any other staff member you trust. BOP staff members are instructed to keep
reported information confidential and only discuss it with the appropriate
officials on a need to know basis concerning the inmate’s/victim’s welfare and for
law enforcement or investigative purposes. There are other means to
confidentiality report sexually abusive behavior if you are not comfortable talking
with staff.

® Write directly to the Warden, Regional Director or Director. You can send the
Warden an Inmate Request to Staff Member (Cop-out) or a letter reporting the
sexually abusive behavior. You may also send a letter to the Regicnal Director
or Directeor of the Bureau of Prisons. To ensure confidentiality, use special
mail procedures.

® File an Administrative Remedy. You can file a Request for Administrative Remedy
(BP-8). If you determine your complaint is too sensitive to file with the
Warden, you have the opportunity to file your administrative remedy directly
with the Regional Director (BP-10). You can get the forms from your counselcr or
other Unit Staff.

®¢ Write the Office of the Inspector General (0IG) which investigates allegations
of staff misconduct. OIG is a component of the Department of Justice and is not
a part of the Bureau of Priscons. The address is:

Office of the Inspector General
P. 0. Box 27606
Washington, DC 20530

Understanding the Investigative Process

Once the sexually abusive behavior is reported, the BOP and/or other appropriate
law enforcement agencies will conduct an investigation.

The purpose of the investigation is to determine the nature and scope of the
abusive behavior. You may be asked to give a statement during the investigation. If
criminal charges are brought, you may be asked to testify during the criminal
proceedings.

Counseling Programs for Vietimszs of Sexually Abusive Behavior

Most people need help to recover from the emotional effects of sexually abusive
behavior. If you are the victim cof sexually abusive behavior, whether recent or in
the past, vou may seek counseling and/or advice from a psychologist or chaplain.
Crisis counseling, coping skills, suicide prevention, mental health counseling, and
spiritual counseling are all availabkle to you.

Management Program for Assailants

Anyone who sexually abuses/assaults cthers while in the custody of the BOP will be
disciplined and prosecuted to the fullest extent of the law. If you are an inmate
assailant, you will be referred to Correctional Services for monitoring. You will
be referred to Psychology Services for an assessment of risk and treatment and
management needs. Treatment compliance or refusal will be documented and decisions
regarding your cenditions of confinement and release may be effected. If you feel
that you need help to keep from engaging in sexually abusive behaviors,
psychological services are avallable.
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Policy Definitions

Prohibited Acts: Inmates who engage in inappropriate sexual behavior can be charged
with following Prohibited Acts under the Inmate Disciplinary Policy.

Code 101/ (A): Sexual Assault

Code 205/{a): Engaging in a Sex Act

Code 206/(A): Making a Sexual Proposal

Code 221/(A): Being in an Unauthorized Area with a Member of the Opposite Sex
Code 300/(A): Indecent Exposure

Code 404/(A): Using Abusive or Obscene Language

Staff Migconduct: The Standards of Employee Conduct prohibit employees from
engaging in, or allowing ancther person to engage in sexual, indecent, profane or
abusive language or gestures, and inappropriate visual surveillance of inmates.
Influencing, premising or threatening an inmate’s safety, custody, privacy,
housing, priviieges, work detail cr program status in exchange for sexual favers is
also prohibited.

What is sexually abusive behavior?

According to federal law (Prison Rape Elimination Act of 2003) sexually abusive
behavior is defined as:

a. Rape: the carnal knowledge, oral sodomy, or sexual assault with an object or
sexual fondling of a person FORCIBLY or against thalt person’s will; The carnal
knowledge, oral sodomy, or sexual assault with an object or sexual fondling of a
person not forcibly or against the person’s will, where the victim is incapable of
giving consent because of his/her youth or his/her temporary or permanent mental or
physical incapacity; or the carnal knowledge, oral sodomy, or sexual assault with
an object or sexual fondling of a person achieved through the exploitation of the
fear or threat of physical viclence or bedily injury.

Carnal Knowledge: contact between the penis and vulva or the penis and the anus,
including penetration of any sort, however slight.

Oral Sodomy: contact between the mouth and the penis, the mouth and the wulva, or
the mouth and the anus.

b. Sexual Assault with an Object: the use of any hand, finger, object, or other
instrument to penetrate, however slightly, the genital or anal opening of the body
of another person (NOTE: This does NOT apply to custodial or medical personnel
engaged in evidence gathering or legitimate medical treatment, nor to health care
provider’s performing body cavity searches in order to maintain security and safety
within the prison).

c. Sexual Fondling: the touching of the private bedy parts of another person
{including the genitalia, anus, grein, breast, inner thigh, or buttocks) for the
purpose of sexual gratification.

d. Sexual Misconduct (staff only): the use of indecent sexual language, gestures,
or sexually oriented visual surveillance for the purpose of sexual gratification.

An incident is considered Inmate-on-Inmate Abuse/Assault when any sexually abusive
behavior occurs between two or more inmates. An incident is considered Staff-on-
Inmate Abuse/Assault when any sexually abusive behavior is initiated by a staff
member toward one or more inmates. It is alsoc considered Staff-on-Inmate
Abuse/Assault if a staff member willingly engages in sexual acts or contacts that
are initiated by an inmate.

NOTE: Sexual acts or contacts between two or more inmates, even when nc cbjections

are raised, are prohibited acts, and may be illegal. Sexual acts or contacts
between an inmate and a staff member, even when nc objections are raised by either
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party, are always forbidden and illegal. Inmates who have been sexually assaulted
by another inmate or staff member will not be prosecuted or disciplined for
reporting the assault, However, inmates will be penalized for knowingly filing any
false report.

Contact Offices:

U.S. Department of Justice

Office of the Inspector General

950 Pennsylvania Avenue, NW Suite 4322
Washington, D.C. 20530-0001

Central Office

Federal Bureau of Prisons
320 First Street, NW
Washington, D.C. 20534

Mid-Atlantic Regional Office
302 Sentinel Drive, Suite 200
ABnnapolis Junction, Maryland 20701

North Central Regional Office
Gatewzy Complex Tower II, 8th Floor
400 State Avenue

Kansas City, KS 66101-2492

Northeast Regional Office

U.S5. Customs House, 7th Floor
2nd and Chestnut Streets
Philadelphia, Pennsylvania 12106

South Central Regional Office
4211 Cedar Springs Road, Suite 300
Dallas, Texas 72519

Southeast Regional Office

3800 North Camp Creek Parkway, SW
Building 2000

Atlanta, GA 30331-5099

Western Regional Office
7950 Dublin Boulevard, 3rd Floor
Dublin, California 94568

BEDSIDE VISITS/FUNERAL TRIPS

Bedside visits and funeral trips may be authorized by the Warden for an inmate when
an immediate family member is seriously ill, in critical condition or has passed
away. Depending on the inmate's custody classification, a furlough maybe granted
or one or two staff members will escort the inmate. All expenses will be borne by
the inmate for a furlough. For escorted trips, all expenses will be borne by the
inmate, except for the first eight hours of each day that the employee({s) is on
duty. There are occasions when a furlough or escorzed ftrip is not approved, even
when all pelicy-required conditions have been met. This may be based on a
determination that the perceived danger to the inmate or Bureau of Prisons' staff
during the proposed visit is too great, or the security concerns about the inmate
outweigh the need for the furlough/emergency trip.

CENTRAL INMATE MONITORING SYSTEM

The Central Inmate Monitoring System {CIMS) is a method for the Bureau’'s Central
and Regional Offices to monitor and contrel the transfer, temporary release, and
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participation in community activities of inmates who pose special management
considerations. Designation as a CIMS case does not, in and of itself, prevent an
inmate freom participating in community activities. All inmates who are designated
as CIMS cases will be so notified by their Case Manager.

IREATY TRANSFERS FOR NON-U.S. INMATES

Inmates whe are not U.S. citizens may be eligible for a transfer to their home
country to serve the remainder cf their sentence in a prison there. This is only
possible for inmates whose country has z formal prisoner exchange treaty with the
United States. The Unit Team is the source of information about these transfers,
and can tell an inmate if their home country has signed this kind of agreement with
the United States.

ACCESS TO DIPLOMATIC REPRESENTATIVES

If you are a foreign national and wish to correspond with your diplematic
representative, contact a member of your Unit Team and they will provide you with
the address and/or telephone number in order to facilitate contact with your
country of citizenship.

MARRIAGES

If an inmate wishes to be married while incarcerated, the Warden may authorize him
to do sc under certain conditions. All expenses of the marriage will be paid by
the inmate. Government funds may not be used for marriage expenses. If an inmate
reguests permission to marry he must:

® iHave a letter from the intended spouse which verifies her intention to be
married.

® Demonstrate legal eligibility to marry.

# Be mentally competent.

The Chaplains are available to discuss with the inmate and fiancee’ the issue of
marriage while incarcerated.

RELIGIOUS PROGRAMS

FPC Cumberland offers a wide range of religious programs to inmates. Staff
chaplains as well as contract and volunteer representatives of cther faiths are
available to assist inmates. Special religious diets, holiday observances, and
other worship activities are coordinated through the Chaplain’s office.
Information about these programs is available in the Admission and Orientation
{(A&0) Program, and from the Chaplains.

INMATE FINANCIAL RESPONSIBILITY PROGRAM

Working closely with the Administrative Office of the Courts and the Department of
Justice, the Bureau administers a systematic payment program for Court-imposed fees
and costs. All designated inmates are reguired to develop a financial plan to meet
their financial obligations. These obligations may include:

Special assessments imposed under 18 USC 3013

Court COrdered restitution

Fines and court costs

Judgments in favor of the United States

Other debts owed the Federal Government and other Court-ordered financial
obligations to include child support, alimony and other judgments

Institution staff will assist in planning, however, the inmate is responsible for
making all payments required, either from earnings within the institution, and/or
from outside rescurces. The inmate must provide documentation of compliance and
payment. If an inmate refuses to meet his obligations, the inmate cannot work for
UNICOR nor receive performance pay above the maintenance pay level (a maximum of
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$5.25/month). Additionally, an inmate in refuse status may be subject to limited
participation in community based programs, will not be considered for transfer,
will be placed in the least desirsble housing and will have a spending limit of
$25.0C per month in the Commissary.

The status of any financial plan will be included in all progress reports, and will
be considered by staff when determining Security/Custody level, job assignments,
eligibility for community activities and institutional program changes.

You may be identified for priority consideration for UNICOR employment if you have
a large court ordered financial obligation. The minimum payment for inmates
assigned to UNICOR will be $25.00 per guarter for Grade 5. Grades 1, 2, 3 and 4
will pay a minimum of 50% of their earnings towards their financial obligation.

VISITING

Inmates are encouraged to have visits in order to maintain family and community
ties. Visiting hours are provided to inmates so they can advise their prospective
visitors. The visiting hours for general population inmates are 4:30 p.m. tc 8:30
p.m., on Mondays and Fridays, and from 8:30 a.m. to 3:00 p.m. on weekends and all
federal holidays. Visiting hours for Special Heousing Unit inmates are the same
except they will terminate at 8:00 p.m. on weekdays, and 2:30 p.m. on weekends and
holidays. The visiting hours for Trans-seg inmates are 4:30 p.m. to 8:30 p.m. c¢n
Mondays. Each inmate will be allowed no more than six weekend and holiday visiting
days per month. There are nc limitations on weekday and non-holiday visits.
Unused weekend and holiday visiting days from one month cannot be carried over to
the following month. Any visit, regardless of the length, will constitute one day
of wisiting.

All inmates are asked to submit a visiting list which will be given to their
Counselor for approval. Members of the immediate family (wife, children, parents,
brothers, sisters) will be placed on the approved list subject to verification
through the Pre-Sentence Investigation (PSI} report for a period of 30 days after
the inmate’s arrival at FPC Cumberland. During this 30 day time period, the inmate
should mail a Visiting Questionnaire form to all proposed visitors including
immediate family members. In the event a Visiting Questionnaire form is not
returned to the unit team within 30 days, the name of the immediate family member
will be removed from the inmate'’s visiting list until the appropriate form is
completed. A common-law spouse will usually be freated as an immediate family
member if the common-law relaticonship has previously been established in a state
which recognizes such a status. Other relations and friends may be approved after
certain checks are made. Requaests for approval for these additional wvisitors
and/or special visits should be made to the Counselor at least 3 weeks in advance
of the intended visit.

At any given time, inmates are authorized to have a total of three adults and three
children from their approved visiting list wvisit them. Any request for additional
visitors/changes in this procedurs should be made to the Counselor for approval at
least 3 weeks in advance of the intended visit.

All visits will begin and end in the visiting room. Kissing, embracing, and
handshaking are allowed only on arrival and departure.

Inmates must be properly dressed in order to be admitted to the visiting room.
Clothing must be neat and clean. Authorized dress is the green uniform with
instituticn-issued or FPC Cumberland commissary bought boots. Personal shoes are
only permitted if you have been issued a soft shoe permit. Inmates must present
their identification card to the Visiting Reoom Officer upon entrance into the
visiting room.

There are limits on the number and type of articles that can be taken into the

visiting room. Items that may be taken into the visiting room by an inmate are
limited tec a comb or pick, wedding band, prescription glasses, handkerchief and a
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religious medal. All items purchased in the visiting room will be consumed there,
and will not be brought into the institution.

Visitors must be properly dressed. Short shorts, halter tops, sweat clothing and
other clothing of a suggestive or revealing nature will not be permitted in the
visiting room. Footwear must be worn by all visitors. Visitors are not allowed to
bring food, gifts, games, needlework, pocket books, baby strollers, or packages
into the visiting room. It is the inmates responsibility to notify their visitors
of institution visiting rules.

VISITATION FOR CHILDREN

Children under sixteen (16) years of age are not required to complete the Visiting
Questionnaire. However, all children must be accompanied by an approved adult
visitor for that inmate. Visitors whe are 16 or 17 years of age and not
accompanied by a parent, legal guardian, or immediate family member at least 18
years of age, must have written approval of a parent or legal guardian. All adult
visitors will be expected tc maintain control of their children at all times.

VISITOR IDENTIFICATION

Identification is required for visitors. This may include a State Driver's License
or State Identification Card, or three other forms of identification {credit cards,
Social Security Card, birth certificate, etc.} with full names and signatures
affixed. One of the forms of identification must have a photograph. Persons
without proper identification will not be permitted to visit.

Visitors may be asked to submit to a search and will be checked with a metal
detector. In addition, random visitors will be checked using the ION Scanner. This
device is used to detect traces of narcotics. Visitor's purses, attorney’s
briefcases, etc., may also be searched. Other personal articles belonging to
visitors must be placed in lockers provided by the institution or may be left in
their cars. Individuals failing to pass the ION Scanner and/or metal detector will
net be permitted to visit.

Visitors are permitted teo bring money (e.g., coinage) into the wvisiting room to
purchase items from the vending machines. Alse, a limited amcunt of diapers and
other infant care items and sanitary napkins may be brought into the visiting room.
As vending machines are available for visitor use, food may not be brought into the
visiting room. Under no circumstances are inmates allowed to receive personal
items from their wvisitor.

Inmates are not allowed tc handle any type of money while in the visiting room.
Only visitors may utilize the vending machines. Photograph tickets may be
purchased in the Commissary. The maximum amount an inmate may purchase or have in
his possession is 25.

Visitors will not be allowed to leave the visiting room to retrieve any items left
outside the institution. Once the visitor leaves the visiting room, the wvisit is
terminated. The only exception to administer medication that requires a syringe.

Inmates are not allowed to receive either ceoins or money for their Commissary
account while in the visiting room. Money for Commissary accounts should be sent
through the mail using a U.S. Postal Money Order to the National Lock Box.

INSTITUTION DIRECTIONS, TRANSPORTATION AND LODGING

The Cumberland Federal Correctional Institution is located approximately six miles
south of the city of Cumberland, Maryland, within an area designated as the
Allegany County Industrial Park. Directicns to the institution from some major
areas are as follows:

28



FPC CUMBERLAND
ADMTISSION AND ORIENTATION HANDBOOK
JUNE 2010
Directions

Baltimore, MD/Washington, DC areas:

® Take I-70 West to Hancock, MD;

® Take I-68 West at Exit 1A from I-70 and proceed to Cumberland, MD;

® Take Exit 43B, Industrial Boulevard/State Rcute 51 South;

® Turn left on Howard Street at the end of the exit;

¢ Turn right after .1 mile onto Industrial Boulevard/State Route 51;

® Proceed South for 5.6 miles on State Route 51 to the Allegany County Industrial
Park area;
Turn right on PPG road for 1.6 miles;

® Turn left at the Institution entrance;

® The Federal Prison Camp is the first building on the left,

Pittsburgh, PA/Morgantown, WV areas:

® rFrom Pittsburgh - Take I-79 South to Morgantown, WV;

® From Morgantown, W.V. - Take I-68 East and proceed tc Cumberland, MD;
® Take Exit 43B, Industrial Boulevard/State Route 51 South:
°

Proceed Scuth for 5.6 miles on State Route 51 to the Allegany County Industrial
Park area;

Turn right on PPG road for 1.6 miles;
Turn left at the Institution entrance;
® The Federal Prison Camp is the first building on the left.

Public Transportation

Public transportation is also available to inmate visitors. Below is a list of
commonly used services:

Allegany County Transit
1000 Lafayette Avenue
Cumberland, MD 21502
(301) 722-6360

Yellow Cab Company
1116 Virginia Avenue
Cumberland, MD 21502
{301) 722-4050

Queen City Taxi
825 Virginia Avenue
Cumberland, MD 21502
(301) 722-2800

Platinum Coach

773 Fayette Street
Cumberland, MD 21502
{301y 722-1988

Cumberland Regional
Alrport

Wiley Ford, WV
{304) 738-0002

Crown Taxi LLC

17600 E. Wilscn Rd. SE
Oldtown, MD 21555
{301} 75%8-4090

Lodging

Below is a list of available lodging for inmate visitors:

Fairfield Inn & Suites
21 N. Wineow Street
Cumberland, MD 21502
(301) 722-0340

Diplomat Hotel

17012 McMullen Highway
Cumberland, MD 21502
{301} 729-2311

Holiday Inn

100 South George St.
Cumberland, MD 21502
(301) 724-8800

Maryland Apartments
119501 Bedford Road, NW
Cumberland, MD 21502
(301) 722-2836

Red Roof Inn

12310 Winchester Rd.
LaVale, MD 21502
(301} 729-6700

Super § Motel

1301 National Highway
LaVale, MD 21502
{301) 729-6265
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MEDICAL SERVICES
SICK CALIL PROCEDURES

Sick call sign-up for emergency Sick Call is held Monday through Friday, from 6:45
a.m. to 7:00 a.m. Inmates must present their identification cards to the person at
the sign-up desk, and an appointment time will be issued for emergency Sick Call.
In order for inmates to be released from their work detail, the appointment slip
must be shown to their detail supervisor.

For routine Sick Call sign up, inmates must obtain a sick call sign-up sheet from
the Compound Officer. This form will be completed and placed in the collection box
outside the entrance of the Health Services Department. All Sick Call sign up
sheets are collected daily Monday through Friday. Appointments to include the date
and time will be pested on the Call-Outs. Inmates maybe subject to disciplinary
action for failure to report to Call-Outs.

If an inmate arrives late without a verified excuse from a staff member, the
appointment will be canceled and the process will have to be restarted. It is the
inmate’s responsibility to netify his detail supervisor of the appointment ahead of
time in corder to be on time.

Upon arrival at the scheduled appointment time, inmates will have a seat in the
wziting rcom and must remain seated until their name is called. Cnce inside Health
Services, inmates will not be permitted to leave the area until released by Medical
Staff.

There is a $2.00 co-pay for all inmate rsquested visits to health care providers.
The law that permits the Bureau of Prisons to collect this money is called the
Federal Prisoner Health Care Co-payment Act of 2000. Inmates must pay a fee for
health care services of $2.00 per health care visit for the following: health care
services in connection with a health care visit that the inmate requested; are
found responsible through the Disciplinary Hearing Process to have injured an
inmate, who, as result of the injury, reguires a health care visit, or visits.

The following health care services will be provided without a co-pay fee:

Health care services based on health care staff referrals;
Staff-approved fellow-up treatment for a chronic condition:
Preventative health care ssrvices;

Emergency services;

Diagnesis or treatment of chronic infectious diseases;
Mental health care;

Substance abuse treatment;

Urgent treatment; and

Treatment of acute injuries.

Some of the health care services based upon staff referrals, follow-up treatment
for chroniec conditions, and preventative health care include, but are not limited
to:

Blood pressure monitoring;
Glucose monitoring;
Insulin injections;
Chronic care clinics;
Testing for tuberculesis;
Vaccinations;

Wound care; and

Patient education, etc.

Based upon the health care provider’s clinical evaluation and diagnosis of the
inmate, Health Services Staff will determine whether a co-pay fee will be charged.
Bll visits will be entered into the TRUFACS system by registration number and pay
status. If inmates are indigent (an inmate who has not had a trust fund accocunt
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balance of $6.00 for the past 30 days) they will not be charged for the visit.
Inmates whe are net indigent, but do not have the funds available in their trust
fund account will still be charged, and their account will go into a negative
balance.

DENTAL SICK CALIL PROCEDURES

The emergency dental Sick Call is held Monday, through Friday from 6:45 a.m. to
7:00 a.m. Inmates must present their identification cards tc sign up for emergency
dental Sick Call. There are only a limited number of emergency dental Sick Call
appolntments issued each day.

On arriving in the dental office, inmates must present their identification cards
to the Dental Staff. After signing in, inmates will remain seated in the waiting
rocom until their name is called. Inmates will not be permitted to leave the area
until released by Medical Staff. Everyone who requests care will be placed con
Call-Cut when they move to the top of the waiting list.

EMERGENCY MEDICAL, CARE

Inmate injuries or illnesses of an emergency nature must be brought to the
attention of the work supervisor, recreation supervisor, unit officer, or any other
staff member immediately. They will notify Health Services for instructions PRICR
to your release from the area you are in. Your supervisor must notify the Health
Service Department PRIOR to your release from the area you are in. Emergencies are
considered to be chest pains, active severe bleeding, broken bones, or life-
threatening situations. All non-emergencies will be handled through Sick Call
only. Injuries must be reported to a staff member immediately, and the staff
member must then notify Health Services. An injury will be considered suspicious
if it is not reported immediately and an accident report has not bsen completed.
All suspicicus injuries will be reported to the Operations Lieutenant. Aall
emergencies of a dental nature should be directed to the dental office by your
supervisor.

REQUESTS TCO SEE THE DOCTOR

The Dector schedules appointments by sither referral through the Mid-Level
Practiticners or by the submissicn of a Cop-Out written to them, or through chronic
care clinic appointments. All medical problems should be handled through Sick Call
before requesting an appointment with the doctor. Doctors/Mid-Level Practitioners
will not see walk-in patients. The doctor normally will not see patients who have
signed up for Sick Call.

HIV EDUCATION

An HIV Education Program for inmates is available periodically. HIV information is
available from the Health Services Department. You must have a current HIV test to
be released on furlough, halfway house, parole, etc.

INMATE REQUEST TO STAFF MEMBER (COP-0UT)

Questions regarding medical care should be taken care of through Sick Call.
Questions regarding the Health Services Department should be addressed to the
specific person or area via Cop~Cut. Questions or regquests pertaining to the
Health Services Administrator or Assistant Health Services Administrator must first
be addressed via Cop-Out. If a meeting is found to be nscessary, the administrator
or his/her assistant will respond to your Cop-Out and give you an appointment time.
The Health Services Administrator or Assistant Health Services Administrator stands
mainline on a daily basis, and will attempt to answer questions at that time. A1l
correspondence directed to the Health Services Department must be on the standaxd
form entitled Inmate Request To A Staff Member, {(Cop-Out).
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MEDICAL/DENTAL APPOINTMENTS

The majority of medical appeointments appear on the Call-Cuts. It is the inmate’s
responsibility to check the Call-Outs each day to see if they are scheduled for any
such appointment., Failure to appear for scheduled appointments may adversely affect
the continuity of care you are to receive. Those not reporting for their Call-Out
may receive an Incident Report.

PHYSICALS

All newly committed inmates will receive a physical examination within 14 days of
arrival. (Includes parocle violators, RRCP returns, and escapses). A complete
physical examination will be required for inmates who are out of BOP custody for
more than 30 days (e.g. furlough, writ, or Residential Re-entry Center (RRC)
failure).

Periodic health examinations including age-specific preventative health
examinations (e.g. cancer screening) for the inmate population will be provided at
the Clinical Director’s discretion.

Inmates being released from custody may request a medical evaluation if he has not
had cne within 1 year prior to the expected date of releass. This examination
should be conducted according to Program Statement 6031.01, Page 29.

All inmates must have a PPD on a yearly basis. This will be done during the
inmate’s birth menth. All inmates must have current PPD and/or chest x-ray, or
remain symptom-free prior to transfer to any Bureau facility.

INTAKE SCREENING

All new arrivals will have medical screening performed by Medical Staff upon
arrival at the institution, and prior to being placed in general population. &A1l
sentenced/designated inmates will receive a complete physical examination,
including lab tests, within 14 days of their arrival.

SPECIAL HOUSING UNIT (SHU) INMATES

A Physician’s Assistant or Registered Nurse will make rounds in the Special Housing
Unit on a daily bkasis. Requests for consultation with the Clinical Director, or
the Dental Officer, will be processed in the same manner as those of general
population.

Pill Line medications will be given as reguired by Medical Staff on a daily basis.
Inmates will be escorted to the Health Services Department only if the medical
request or probiem cannot be adequately addressed in the Special Housing Unit.

PHARMACY/PILL LINE PROCEDURES

Inmates must present their identification and pill line cards tec receive pill line
medication. Inmates must also show their identification card to pick up prescribed
medication. There will be no exceptions. Inmates may purchase Over-The-Counter
(OTC) medications at the Commissary. If you are unable to do so, you may report to
Sick Call to be seen, and a prescription will be written if deemed clinically
necessary. OTC medication will not be given cut at the Pharmacy without a
prescription. Some prescriptions have refills available. (This information will
be annotated on the label.) Information regarding refills is printed on the label
and is availlable from the Pharmacist. All prescriptions must be picked up from the
Pharmacy within 4 days of the prescription being written, or they will be returned
to stock, and the inmate will have to obtain a new prescription from Sick Call.
Certain medication cannot be given to inmates except at pill line in single doses.
When you are prescribed this type of medication, you will receive a pill line pass.
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PILL _LINE TIMES

WEEKDAYS

TIMES GENERAL NOTES

6:00am~-6:30am Morning doses and insulin

11:30am-12:15pm | Pick up new prescriptions from previous day and refills,
midday doses

3:30pm-3:45pm Afterncon doses

4:45pm-5: 00pm Insulin only

7:00pm-7:30pm Bedtime doses

WEEKENDS AND HOLIDAYS

TIMES GENERAL NOTES

7:00am~7:15am Morning doses and insulin. Diabetics must go to coffee
hour, not brunch.

11:30am-12:15pm | Midday doses only

4:45pm~5:00pm Insulin and afternoon doses conly

7:00pm~7:30pm Bedtime doses only

OVER-THE-COUNTER (OTC) MEDICATICNS

This program establishes a program allowing inmates improved access to Over-The-
Counter (OTC) Medications by making them available for sale in the Commissary and
improves the allocation of medical resources so that inmates’ medical needs will
continue to be met.

During institution triage/Sick Call, Medical Staff will refer inmates to the
Commissary in response to complaints related to cosmetic and general hygiene issues
or symptoms of minor medical ailments. Examples of these complaints are:

Occasional constipation
Seasonal allergies

GI upset

Dandruff

Uncomplicated Athlete’s Foot
Acne

Chapped Lips

Dry skin

Muscle Aches from Exertion

Inmates will purchase OTC medications from the Commissary with their personal
funds. However, inmates will be given OTC medications at the institution Pharmacy
if they are determined to be indigent (have less than a $6.00 balance in their
trust fund account fer the last 30 days).

PATTENT RIGHTS AND RESPONSIBILITIES

See Attachment C.
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MEDICAL RECORDS
An inmate may request a copy of his medical record by sending a Cop-Out to Medical
Records. Inmates will be charged for copies exceeding 180 pages. Inmates are not

permitted to receive a copy of their HIV results while incarcerated.

ON-THE-JOB INJURIES

if an inmate is injured while performing an assigned task, he must immediately
report the injury to his work supervisor. The work supervisor will then repcrt the
injury to the institution Safety Manager. The inmate may be disqualified from
eligibility for lost-time wages or compensation if he fails to report a work injury
promptly to the supervisor.

If injured while performing an assigned duty, a claim for compensation may be
submitted. A medical evaluation must be included in the claim before any
compensation can be considered.

LIVING WILLS

Living wills are not used in general population institutions to withhold
resuscitative services. If resuscitative services are required while in the
general population of a Bureau of Prisons institution, or while in transit to a
community hospital or MRC from a general population instituticn, all necessary
resuscitative services shall be provided despite the presence of a living will.
When it is determined that the terms of the living will should be carried cut,
either the community based hospital or the Bureau of Prisons referral center will
implement the terms based upon current circumstances. See Attachment D.

METHICTILLIN RESISTANT STAPHYLOCOCCUS AUREUS (MRSA)

Staphylccoccus Bureus is a common bacteria found on many individuals’ skin usually
not causing any problems. However, once inside the body, for example inside the
skin or lungs, it can cause serious infections such as boils or pneumcnia.
Methicillin Resistant Staphylococcus Aureus (MRSR) refers to the bacteria that is
resistant to the antibiotics that were formerly used to treat if.

MRSA is freguenitly found in prison populations since this bacteria is frequently
found on many surfaces. Good hygiene, especially good hand hygiene, is the best way
to stop the chain of infection of MRSA. Another way to prevent the chain of
infection of MRSA is to ensure that all areas including housing units, equipment
used in the Recreation Department, seat backs in the Food Service Department, etc.,
are cleaned frequently. At FPC Cumberland, the most common cause of MRSA
infections has been tattooing. Tattooing is a prohibited act inside the Bureau of
Prisons. MRSA is just one more reason to NOT get a tattoo while incarcerated.

Once it is determined that an individual has an MRSA infection or boil, the most
common course of treatment is incision and drainage of the wound. Sometimes it is
necessary to put an infected individual on antibiotics; however, incision and
drainage are effective at treating these infections most of the time. Frequently
inmates report having “spider bites” which turn out to be MRSA infections. If you
notice that you have a boil, “spider bite,” pustule, or anything else that may fit
that description, report to sick call for evaluation.

CONTACT WITH THE COMMUNITY AND PUBLIC

TELEPHONE

The Bureau of Prisons extends telephone privileges as part of its overall
correctional management. Telephone privileges are a supplemental means of
maintaining community and family ties that will contribute to an inmate's personal
development. An inmate may request to call a person of his or her choice outside
the institution on a telephone provided for that purpose.
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You may only place calls to your list of approved telephone contacts. Only you may
use your telephone account or speak on calls placed on your telephone account.
Anyone found using another inmate’s telephone account may subject both individuals
to disciplinary action. If you have questions regarding what we allow on the
telephone, you should ask a staff member before using the telephone.

We prohibit any immediate forwarding or relaying of your telephone call or
communication by vour called party. For example, calls may not be electronically
forwarded to another telephone. You may not make three-way calls or have your
called party relay information from you to a third-party while you are on the
telephone. You may not talk in code or participate in a conference call. You may
noct use the telephone to arrange, plan or commit criminal or prohibited acts.

We impose disciplinary sanctions for abuse of the telephone privileges. If you
discover your called party is committing a prohibited activity, e.g., three-way
call, forwarding the call to another number, relaying communications to another
party, etc., ilmmediately hang up the telephone and report the incident to a staff
menmber.

With Inmate Telephone System (ITS}, the called party can deny or block future
telephone calls from inmates through their home telephone. A voice prompt will
direct them through the process. After the intended recipient blocks their
telephone number via his/her telephone, we can conly unblock the number after
recipient of a written request requesting reinstatement. Reinstatement reguests
should be sent directly from the intended recipient by mail to the institution
marked for the attention of the Trust Fund Supervisor.

To ensure the called party’s identity, the request for reinstatement must include a
copy of a recent telephone bill. Trust Fund staff will then process this request
expeditiously.

All calls are limited to 15 minutes. The system provides a warning tone
approximately 1 minute before the call is disconnected. Upon completion of a
telephone call, inmates are not permitted to make another call for 15 minutes.
Inmates are only authorized te make up to 300 minutes per month of debit calls or
collect calls. The use of a telephone must not interfere with institution
schedules, programs, work assignments or counts.

Inmates in Disciplinary Segregation and Administrative Detention may make a limited
number of calls utilizing the Inmate Telephone System {(ITS). Inmates in the
Special Housing Unit reguesting legal calls should submit a Cop-Out toc a member of
their Unit Team.

CORRESPONDENCE

In most cases, inmates are permitted to correspond with the public, family members
and others without prior approval or the maintenance of z correspondence list.
Outgoing mail is to be sealed and placed in the mailbox lccated on the compound
near Health Services. The outgoing envelope must have the inmate's name,
registration number, and full return address in the upper left hand corner and
include ‘Federal Prison Camp’ as opposed to 'FPC.Y Inmates must assume
responsibility for the content of all letters. Correspondence containing threats,
extortion, etc., may result in prosecution for vioclation of Federal laws. Inmates
may be placed on restricted correspondence status based on misconduct or as a
matter of classification. The inmate will be notified of this placement and will
have the opportunity to respond.

INCOMING CORRESPONDENCE

First class mail is distributed Monday through Fridays by the Evening Watch
Compound Cfficer. Newspapers and magazines may alsc be delivered at this time.
Legal and Special Mail will be delivered by Unit Staff Monday through Friday.
Inmates must have their identification cards with them. The designated Unit Staff
member will open incoming Special Mail only in the presence of the inmate for
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inspection for physical contraband, and the qualification of any enclosures as
Special Mail. The correspondence may not be read or copied if the sender is
adequately identified on the envelope, and the front of the envelope is marked
‘Special Mail - Open only in the presence of the inmate.’

Without adequate identification as Special Mail, staff will treat the mail as
general correspondence. In this case, the mail may be opened, read and inspected.
It is the inmate’s responsibility to notify the legal representative of these
requirements, via (Attachment F) Special Mail Notice (BP-5493.058).

The number of incoming letters an inmate may receive will not be limited unless the
number received places an unreascnable burden on the institution. There will be no
mail delivery on weekends and holidays. Inmates are asked to advise those writing
to them to put the inmate's register number and unit on the envelope to aid the
prompt delivery of maii. Inmate packages (weighing in excess of 16 oz.)received at
the institution must have prior authorization. Inmate mail should be sent to:

Inmate Name, Register #
FPC Cumberland, Unit #
P.0O. Box 1000

Cumberland, MD 21501-1000

INCOMING PUBLICATIONS

Inmates may subscribe to and receive publications without prior approval. The term
“publication” means a book, single issue of a magazine or newspaper, or materials
addressed to a specific inmate, such as advertising brochures, flyers, and
catalogs. An inmate may receive soft-cover publications, i.e., paperback books,
etc., from any source. Publications received from a private party must be sent in
an envelope and include exterior markings which specify the contents or states,
“Authorized material enclosed.” Packages received without those markings will not
be accepted and will be stamped, “Return to Sender.” An inmate may receive
hardcover publications only from a publisher or a book club. Accumulation of
publications will be limited to five magazines which are not more than 3 months
old, and five books excluding current school and/or VT program reading material.

All publications must be stored in the locker provided as no extra locker or
storage space will be authorized.

The Warden may reject a publication if it is determined to be detrimental to the
security, good order or discipline of the institution, or if it might facilitate
criminal activity. Publications which may be rejected include, but are not limited
to:

. It depicts or describes procedures for the consiruction or use of
weapons, ammunition, bombs, or incendiary devices.
L It depicts, encourages or describes methods of escape from correctional

facilities, or contains blueprints, drawings, or similar descriptions
of Bureau of Prisons' institutions.

o It depicts or describes procedures for the brewing of alcoholic
beverages or the manufacture of drugs.

. It is written in code.

L] Any sexually explicit material which poses a threat to the security,

gocd order or discipline of the institution to include sado-masochistic
material, bestiality, or material that involves children.
L] It encourages or instructs in the commission of criminal activity.
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SPECTAL MAIL

‘Special Mail’ is a category of correspondence which may be sent out of the
institution unopened and unread by staff, which includes cerrespondence to:

President and Vice-President of the United States

U.S. Department of Justice to include the Bureau of Prisons
U.S. Attorney’'s Offices

Surgeon General

U.S. Public Health Service

Secretary to the Army, Navy or Air Force

U.3. Courts

U.S. Prcbaticn Officers

Members of the U.S. Congress

Embassies and Consulates

Governors

State Attorney General

Prosecuting Attorneys

Directors of State Departments of Corrections

State Parole Commissioners

State Legislators

State Courts

State Probation Officers

Other Federal and State law enforcement officers and attorneys
Representatives of the news media.

Outgoing Legal Mail should be taken to the Inmate Systems Department Monday through
Friday from 11:00 a.m. through the end of the noon meal. Inmates must have their
identification cards with them.

INMATE CORRESPONDENCE WITH REPRESENTATIVES OF THE NEWS MEDIA

An immate may write through Special Mail procedures to representatives of the news
media if the representative is specified by name or title.

The inmate may not receive compensation or anything of value for correspondence
with the news media. The inmate may not act as a reporter, publish under a byline,
or conduct a business or profession while in the Bureau of Prisons.

Representatives of the news media may initiate correspondence with an inmate.
Correspondence from a representative of the news media will be opened, and
inspected for contraband, qualification as media correspondence, and for content
which is likely to promote either illegal activity or conduct contrary to
regulations.

CORRESPONDENCE BETWEEN CONFINED INMATES

An inmate may be permitted to correspond with an inmate confined in another penal
or correctional institution. This is permitted if the other inmate is either a
member cf the immediate family, or is party in a legal action in which both parties
are inveolved. The following additional limitations apply:

L Such correspondence may always be inspected and read by staff at the
sending and receiving institutions. It may not be sealed by the
inmate.

. The Superintendent/Warden at both institutions must approve the

correspendence. Inmates may request correspondence privileges with
another inmate by submitting a Cop-Cut to the appropriate Case Manager.

s When both inmates are confined in BOP institutions, correspondence must
be approved by the Unit Managers for both inmates.

37



FPC CUMBERLAND
ADMISESTON AND ORIENTATION HANDBOOK
JUNE 2010

REJECTION OF CORRESPONDENCE

The Warden may reject correspondence sent by or to an inmate if it is determined to
be detrimental to the security, good order, or discipline of the institution, to
the protection of the public, or if it might facilitate criminal activity.

Examples include:

. Matter which cannot be mailed under law or postal regulations.

. Information of escape plots, plans to commit illegal activities, or to
violate institution rules.

. Direction of an inmate's business (prohibited act 408-an inmate may not
direct a business while confined). This does not, however, prohibit

correspondence necessary to enable an inmate to protect property or
funds that were legitimately his at the time of his commitment. Thus,
for example, an inmate may correspond about refinancing a mortgage for
his home or sign insurance papers; however, the inmate may not operate
(for example) a morigage or insurance business while confined in the
institution.

NOTIFICATION OF REJECTION

The Warden will give written notice to the sender concerning the rejection of mail
and the reasons for the rejection. The sender of the rejected correspondence may
appeal the rejection, The inmate will also be notified of the rejection of
correspondence and the reasons for it. The inmate alsec has the right to appeal the
rejection. The Asscciate Warden of Programs shall refer the appeal to a designated
officer other than the one who originally disapproved the correspondence. Redjected
correspondence will ordinarily be returned to the sender.

MATLING OF INMATE PROPERTY

Inmates wishing tc have personal items mailed into the institution will send an
Cop—-Out to the department head responsible for the reguested item as follows:

L] Health Services Administrator - Prosthetic devices, and hearing aids
that cannot be provided by the instituticn.
° Unit Manager - Release clothing and prescription eyeglasses.

The department head will inform the inmate of the decisicn. If the regquest is
approved, the department head will complete the appropriate authorization form.
The Mail Room Officer will not accept any item or package for delivery unless this
approval form is on file.

CHANGE OF ADDRESS/FCRWARDING OF MATI

Upon release, an inmate’s first class mail will be forwarded for 30 days after
release using the inmate’s listed release address. Bulk rate mail {e.g.,
newspapers, etc.) will be returned to sender. After 30 days, all mail will be
returned to sender with the exception of Special Mail.

CERTIFIED/REGISTERED MAIL

Inmates desiring to use certified, registered, or insured mail may do so, subject
to procedures established at the institution. Inmates are not provided services
such as express mail, private carrier services, COD, or stamp collecting while
confined.
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FUNDS RECEIVED THROUGH THE MATI,

No funds should be forwarded directly to an inmate. The Federal Bureau of Prisons’
requires that all funds being mailed to inmates be sent to the Federal Bureau of
Prisons’' WNational Lock Box. The funds should be sent as follows:

Federal Bureau of Prisons
Insert Inmate Name

Insert Register Number

Post Qffice Box 474701

Des Moines, Iowa 50947-0001

It should be noted that to ensure the correct posting of accounts, cash, and
personal checks should not be forwarded to the National Lock Box. An inmate’s
committed name and register number must be printed on all money orders; U.3.
Treasury, state, and local government checks; any foreign negotiable instruments
payable in U.S. Currency; and envelopes.

ACCESS TO LEGAL SERVICES

LEGAL CORRESPONDENCE

Legal correspondence from attorneys will be treated as Special Mail if it is
properly marked. The envelope must be marked with the attorney’s name and an
indication that he/she is an attorney. The front of the envelcpe must be marked
“Special Mall - open only in the presence of the inmate.” It is the responsibility
of the inmate to advise his attorney about this policy via Attachment F. If legal
mail is not properly marked, it will be opened as general correspondence.

ATTORNEY VISITS

Attorneys should cordinarily make advance appointments for each visit. Attorneys
are encouraged to visit during the regular visiting hours. However, visits from an
attorney can be arranged at other times based on the circumstances of each case and
available staff. Attorney visits will be subject to visual monitoring, but not
audio monitoring.

LEGAT MATERIAL

During attorney visits, a reascnable amount of legal materials may be allowed in
the visiting area with prior approval. Legal material may be transferred during
attorney visits, but is subject tc inspection for contrakand. This material will
be treated in a similar manner as the Special Mail procedures described above.
Irmates are expected to handle the transfer of legal materials through the mail as
often as possible.

ATTORNEY PHONE CALLS

In crder to make an unmonitored phone call between an attornsy and an inmate, the
inmate must submit a Cop-Out to his Unit Manager including the attorney’s name and
phone number. Ordinarily, legal calls are facilitated only when the inmate has an
imminent deadline before the Court and has exhausted all other means to contact
their attorney. Phone calls placed through the regular inmate phones are subject
£o monitoring.

LAW LIBRARY

The law library contains a variety of legal reference materials for use in
preparing legal papers. Reference materials include the United States Code
Annotated, Federal Reporter, Supreme Court Reporter, Bureau of Prisons Program
Statements, Institution Supplements, Indexes, and other legal materials. The Law
Library is open Monday through Saturday, 7:30 a.m. to 8:30 p.m., excluding count
and meal times. The Law Library is closed on Sundays and Federal holidays. An
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inmate Law Library Clerk is available for assistance in legal research. Legal
materials are also available in the Special Housing Unit ordinarily via a delivery
system or satellite collection.

TYPEWRITERS

Inmates wishing to use typewriters in the law library for legal work must purchase
print wheels, typing ribbon and correction ribben from the Commissary for this
purpose. Indigent inmates may be provided a manual typewriter as authorized.

COPTIES OF LEGAL MATERTALS

In accordance with instituticon procedures, you may copy materials necessary for
research or legal matters. A copy machine is available for inmate use utilizing
the debit card. Individuals who have no funds and who can demonstrate a clear need
for particular copies, may submit a Cop-Out to their Unit Team to waive the cost of
photocopying. Inmates who are temporarily without funds may be required to
complete a BP-199 sc any funds received in the inmate’s commissary account may be
deducted to reimburse the government for the copying expense. In this situation,
the cost of copying will be at the same rate as that of the commercial copier in
the law library.

FEDERAL TORT CLAIMS ACT

If the negiigence of institution staff resulits in properity loss, or damage or
personal injury to an inmate, it can be the basis of a claim under the Federal Tort
Claims Act. To file such a c¢laim, inmates must complete a Standard Form 95. This
form may be obtained from the Safety Manager for damage or perscnal injury and the
Unit Team for property loss.

FREEDOM OF INFORMATION/PRIVACY ACT OF 1974

The Privacy Act of 1974 forbids the release of information from agency records
without a written request by, or without the written consent of, the individual tc
whom the record pertains, except for specific instances. All formal requests for
access to records about another person and/or agency record other than those
pertaining to the requester shall be processed through the Freedom of Information
Act, 5 U.S8.C. 552.

INMATE ACCESS T0O CENTRAL FILE AND MEDICAL FILE

You may request to review and obtain copies of the disclosable portions of your
central file and medical file at any time. This can be accomplished by submitting
a Cop-Out to the appropriate Case Manager (Central File) and Health Services
(Medical File).

INMATE ACCESS TO OTHER DOCUMENTS

You can reguest access to the “Non-Disclosable Documents” in your central file and
medical file, or other documents concerning ycurself that are not in your central
file or medical file, by submitting a “Freedom of Information Act Request” to the
Director of the Bureau of Prisons. Such reguests must clearly describe the reccrds
sought to include the approximate dates covered by the record. You must also
provide your full name, register number, current address, and date and place of
birth, for identification purposes. The address is:

Director

Federal Bureau of Priscn
Attention: FOIA Reqguest
320 First Street, NW
Washington, DC 20534

You may review and copy Bureau of Prisons Program Statements which contain the
rules and regulaticns through the institution’s law likbrary. You are respcensible
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for the costs of making personal copies of these documents. Requests for access to
all other Program Statements shall be processed through the Freedom of Information
Act.

A request on behalf of an inmate by an attorney, for records concerning the inmate,
will be treated as a “Freedom of Information Act Request” if the attorney has
forwarded an inmate’s written consent to disclose materials. If a document is
deemed to contain information exempt from disclosure, any reasonable part of the
record will be provided tc the attorney after the deletion of the exempt portions.

PROBLEM RESQLUTION

The Bureau of Prisons emphasizes and encourages the resolution of complaints on an
informal basis. Hopefully, inmates can resolve a problem by personal contact with
staff members, Request to Staff Member forms (Cop-Out), or with an Informal
Resolution form. When those attempts are unsuccessful, a formal complaint can be
filed as an Administrative Remedy. (Complaints that have a different statutory
authority, like the Federal Tort Claims Act, Inmate Accident Compensation Act,
Freedom of Information Act or Privacy Act requests, are not generally appropriate
for acceptance under the Administrative Remedy Process.)

INFORMAL RESOLUTICN - The first step of the Administrative Remedy Process is
to attempt an informal resolution. This is accomplished by meeting with your
assigned Cerrectional Counselor to discuss the problem or issue.

FOR INMATES IN THE GENERAL PCPULATION - The Correctional Counselor will
assist you in your attempt to resclve your problem. If resolution is not
immediately made, the Counselor will complete an Informal Resolution form and
it will be the responsibility of the inmate to contact the appropriate
department head in order tc resclve the issue. This will ordinarily be done
within 5 work days. If necessary, the Correctional Counselor can assist in
cocrdinating an appointment with the department representative. The Informal
Resolution form will then be returned to the Correctional Counselor who will
call you in to discuss the results of the informal resclution process.

FOR INMATES IN THE SPECIAL HOUSING UNIT — The Correctional Counselor will
assist you in your attempt to resolve your problem. If resolution is not
immediately made, the Counselor will issue a Counseling Worksheet ({SHU
informal resolution form}), which you will complete, in part, and return to
the Counselor, who will contact the affected department for conflict
resolution.

A reply from the applicable department and the Counselor’s response will then
be returned on the Counseling Work Sheet (SHU Informal Resolution form).

ADMINISTRATIVE REMEDY PROCESS

If a complaint or grievance was not resolved at the above stages, the Counselor
will issue a BP-229 (BP-9) form. Inmates will complete Part A of the form, and
return the BP-22% to the Counselcr who will review the material to ensure z copy cof
the informal resolution is included. The Counselor will forward the BP-229%
complaint to the Administrative Remedy Coordinator for processing. Complaints must
be filed within 20 calendar days from the date of the incident or cause for appeal,
unless it was not feasible to file within that period of time. The BP-22%
complaint will ordinarily be acted on within 20 calendar days with a written
response provided to you. This time limit for the response may be extended for an
additional 20 calendar days, and you will be notified of the extensiocn.

When a cemplaint is determined to be of an emergency nature and threatens your
immediate health or welfare, the reply must be made as soon as possible or within 3
calendar days from the receipt ¢f the complaint.

If an inmate is not satisfied with the response to the BP-229, he may file an
appeal to the Regional Director. This appeal must be received in the Regional
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Office within 20 calendar days from the date of the BP-229 response. The Regional
Appeal is written on a BP-23C (BP-10) form, and must have a copy of the BP-22%
response attached. The Regional Appeal must be answered within 30 calendar days,
but the time limit may be extended an additional 30 days. This form can be
obtained from the Counselor. You will be notified of the extension.

If an inmate is not satisfied with the response by the Regional Director, he may
appeal to the Central 0ffice of the Bureau of Prisons. The National Appeal nust be
made on a BP-231 (BP-11l) form, and must have coples of the BP-229 and BP-230
responses. This appeal must be received in the Central Office within 30 calendar
days from the date of the BP-230 response. The BP-231 form can be obtained from
the Counselor. The National Appeal must be answered within 40 calendar days, but
the time limit may be extended an additional 20 days with proper notification.

When writing a BP-229, BP-230, or BP-231, the form must contain the following
information:

L] Statement of Facts
L Grounds for Relief
. Relief Reguested

Requests that do not meet the minimum standards reguired in policy cannot be
accepted, will be rejected, and the inmate’s issue will not be investigated.
Common errcrs that cause delays in processing administrative remedy complaints and
will be cause for rejecting the complaint include:

Not attempting informal resclution

Not including the Informal Resolution Form with the complaint
Not stating the complaint on the BP-9 form

Not placing all information on the BP-9 form {(who, what, when)
Forgetting tc sign and date the form

Waiting more than 20 days to start the process

SENSITIVE COMPLAINTS

If an inmate believes a complaint is of such a sensitive nature that he would be
adversely affected if the complaint became known by staff in the institution, he
may file the complaint on a BP-9 form to the Regional Director. The address is:

Regional Director, Bureau cf Prisons
Mid-Atlantic Regional Cffice

302 Sentinel Drive, Suite 200
Annapolis Junction, MD 20701

An inmate must explain in writing, the reason for not filing the complaint with the
institution. If the Regional Director agrees that the complaint is sensitive, it
shall be accepted and a response to the complaint will be processed. If the
Regional Director does not agree that the complaint is sensitive, the inmate will
be advised in writing of that determination. The inmate may then pursue the matter
by filing a BP-229 (BP-9}) at the institution.

DISCIPLINARY PROCEDURES

It is the policy of the Bureau of Prisons to provide a safe and orderly environment
for all inmates. Violations of Bureau rules and regulations are dealt with by the
Unit Discipline Committees (UDC), and for more serious violations, the Disciplinary
Hearing Officer (DHO). Inmates are advised upon arrival at the institution of the
rules and regulations, and are provided with copies of the Bureau’s Prohibited Acts
as well as local regulations.
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INMATE DISCIPLINE INFORMATICN

If a staff member observes or believes they have evidence that an inmate has
committed a prohibited act, the first step in the disciplinary process is writing
an Incident Report. This is a written copy of the charges against the inmate. The
Incident Report shall ordinarily be delivered to the inmate within 24 hours of the
time staff become aware of the inmate’s involvement in the incident. An informal
resolution of the Incident Report may be attempted by a Lieutenant if the charge is
a Moderate or Low Moderate category.

If an infcrmal resclution is accomplished, the Incident Report will be removed from
the inmate’s central file. If an informal resolution is not accomplished, the
Incident Report will be forwarded to the Unit Disciplinary Committee (URC) for an
initial hearing.

INITIAL HEARING

Inmates must ordinarily be given an initial hearing within 3 work days of the time
staff become aware of the inmate’s involvement in the incident, excluding the day
staff became aware of the incident, weekends and holidays. The inmate is entitled
to be present at the initial hearing. The inmate may make statements or present
documentary evidence in his behalf. The UDC must give it’s decision in writing to
the inmate by the close of business the next work day. The UDC may extend the time
iimit of these procedures for good cause. The Warden must approve any extension
over 5 days. The inmate must be provided with written reasons for any extension.
The UDC will either make final disposition of the incident or refer it to the DHO
for final disposition.

DISCIPLINARY HEARING OFFICER (DHQO)

The Disciplinary Hearing Officer (DHQ} conducts disciplinary hearings on serious
rule violations. The DHO may not act on a case that has not been referred by the
UbcC.

When an Incident Report has been referred to the DHO, the inmate will be provided
with advance written notice of the charges no less than 24 hours before the
inmate’s appearance before the DHC. The inmate may waive this requirement. If
requested, an inmate will be provided with a full-time staff member to represent
him. An inmate may make statements in his own defense and may produce documentary
evidence. The inmate may present a list of witnesses and reguest they testify at
the hearing. Inmates may not guestion a witness at the hearing. The staff
representative and/or the DHO will question any witness for the inmate. An inmate
may submit a list of questions for the witness(es) to the DHO if there is no staff
representative. The DHO will request a statement from all unavailable witnesses
whose testimony is deemed relevant.

The inmate has the right to be present throughout the DHO hearing, except during
deliberations. The inmate charged may be excluded during appearances of outside
witnesses or when institution security could be jeopardized. The DHO may postpone
or continue a hearing for good cause. Reasons for a delay must be documented in
the record of the hearing. Final disposition will be made by the DHO.

APPEALS OF DISCIPLINARY ACTIONS

Appeals of zll disciplinary actions may be made through Administrative Remedy

Procedures. Appeals of UDC acticns are made to the Warden (BP-229). Appeals of
DHO actions are made to the Regional Director (BP-230), and the General Counsel
{BP-231). On appeal, the following items will be considered:
L] Whether the UDC or DHO substantially complied with the regulations on
inmate discipline.
L] Whether the UDC or DHO based its decisicns on substantial evidence.
° Whether an appropriate sanction was imposed according to the severity

level of the prohibited act.
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SPECIAL HOUSING UNIT STATUS

There are two categories of the Special Housing Unit. These are Administrative
Detention and Disciplinary Segregation.

ADMINISTRATIVE DETENTION — Administrative Detention separates an inmate from
the general population. To the extent practical, inmates in Administrative
Detention shall be provided with the same general privileges as inmates in
general population. BAn inmate may be placed in Administrative Detention when
the inmate is in holdover status during transfer, 1s a new commitment pending
classification, 1s pending investigation or a hearing for a viclation of
Bureau regulations, is pending investigation or trial for a criminal act, is
pending transfer, for protection or is finishing confinement in Disciplinary
Segregation.

DISCIPLINARY SEGREGATION - Disciplinary Segregation is used as a sanction for
violaticns of the Bureau rules and regulations. Inmates in Disciplinary
Segregation wiil be denied certain privileges. Personal property will
usually be impounded. Inmates placed in Disciplinary Segregaticn are
provided with blankets, a mattress, a pillow, toilet tissue and shaving
utensils. Inmates may possess legal and religious materials while in
Disciplinary Segregation. Inmates in Disciplinary Segregation shall be seen
by a member of the Medical Staff daily o inciude weekends and holidays. A
member of each Unit Team will visit the Specizl Heusing Unit on a daily
basis. Inmates in both Administrative Detention and Disciplinary Segregation
are provided with regular reviews of their housing status.

RELEASE

SENTENCE COMPUTATION

The Designaticn and Sentence Computation Center (DSCC} located in Grand Prairie,
Texas completes all computations of inmate’s sentences. An inmate will be given a
copy of his sentence computation once it is completed and audited by the DSCC. The
ISM Department will be able to answer general questions about good time, detainers,
and/or pending charges.

FINES AND COSTS

In addition to jail time, the Court may impose a committed or non-committed fine
and/cr costs. A committed fine means that the inmate will stay in prison until the
fine is paid, makes arrangements to pay the fine, or qualifies for release under
the provisions cf Title 18 USC, Section 3569 (pauper's oath). WNon-committed fines
have no condition of imprisonment based upon payment of fines or costs. Payment
for a non-committed fine or cost is not required for release from prison or
transfer tc a contract Residential Reentry Center.

DETAINERS

Warrants (certified copies) based on pending charges, over-lapping, consecutive, or
unsatisfied sentences in federal, state, or military jurisdictions, will ke
accepted as detainers. Detainers and untried charges can have an effect on
instituticnal programs. Therefore, it is very important that the inmate initiate
efforts to resolve such cases.

Case Managers may provide assistance fo offenders in their efforts to resolve
detainers, warrants or pending charges. The degrse to which the staff can assist
in such matters will depend on individual circumstances. Ultimately it is the
inmate’s responsibility to resolve any detainers, warrants or pending charges sent
by the respective jurisdiction to the Records Department,

State detainers may be quickly processed under the procedures of the “Interstate
Agreement on Detainers.” This agreement applies t¢o all untried indictments based
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on detainers for pending charges which have been lodged against an inmate by a
"member” state, including the U.3. Government, regardless of when the detainer was
lodged, except in the states of Louisiana and Mississippi. For an inmate to use
this procedure, the warrant must be lodged with the institution. If no detainer is
actually lodged at the institution, but the inmate knows of pending charges, it is
important for the inmate to contact the court and district attorney because, in
some states, the detainer notice of pending charges may start the time running for
a Speedy Trial Act Agreement.

GOOD _CONDUCT TIME

This applies to inmates who were sentenced for an offense committed on or after
November 1, 1987.

The Comprehensive Crime Control Act became law November 1, 1987. The two most
important changes in the sentencing statutes deal with good time and parole issues.
There are no provisions under the new law for parcle. The conly gcod time available
will be 54 days Good Conduct Time for every year actually served. This may not be
awarded until the end of the year, and may be awarded in part or in whole,
contingent upon behavior during the year. Once awarded, it is vested and may not
be forfeited. There is no statutory good fime or extra good time for people
sentenced for crimes committed after November 1, 1987.

Inmates who were sentenced for an offense committed prior to November 1, 1987, and
who have questions regarding good time should refer to the law library, Unit Staff
or the Records COffice of ISM.

INMATE SKILLS DEVELOPMENT SYSTEM {(ISDS)

The Inmate Skills Development System is an automated web-based application
incorporating the Inmate Skills Assessment (ISA) instrument tc address the nine
skill areas determined critical to an offender’s successful return to the
communnity. Each inmate is expected to work closely with the Unit Team, Health
Services, Education, Psychelogy, and other Departments throughout the institution,
to develop an ISD Plan that will identify each inmate’s specific skill deficits and
strengths and provide a mechanism to document goals and progress to address their
individuals needs while incarcerated and to promote the greatest likelihood for a
successful reintegration upon release from prison.

RELEASE PREPARATION PROGRAMMING (RPPE)

The Release Preparaiion Program is designed to assist inmates in preparing
themselves for release. Inmates will be given aid in developing plans for their
personal lives and for work. This program offers classes and information seminars
concerning the personal, social, and legal responsikilities of civilian life.
Routinely scheduled information sessions with U.S. Probation Officers and other
agencies and Mock Job Fairs with potential employers are availablie.

RELEASE PLANNING

Release planning for all inmates begins upon the inmate’s arrival at the
institution. Each inmate should work with his assigned Unit Team to develop a
release plan that is verifiable by the U.S. Probation Office. Inmates will be
assisted in their release planning by participating in institutiecnal and unit
release preparation.

SECOND CHANCE ACT OF 2007

The Second Chance Act of 2007 allows the Federal Bureau of Prisons {FBOP) to
consider inmmates for a maximum placement in Residential Reentry Centers (RRC’s) for
periods of up te 12 months. 1In addition, the FBOP is no longer restricted by the
10 percent date, except for placement to home confinement. Inmates do not need to
request review for the Second Chance Act. Each inmate will be reviewed for an RRC
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eligibility and placement on a case-by-case basis 17-19 months from his release
date.

There are five factors that are considered for each inmate when referring for a
RRC. These five factors include:

L] Available community resources.
] The nature and circumstances of the offense history.
] The history and characteristics of the inmate including established release

residence, community ties, educational accomplishments, length of
incarceration, and employability.

. Statements on the Judgment and Commitment Order regarding Community
Correcticns placement at the time of sentencing.
. Sentencing Commission policy.

The Bureau’s Community Correcticns and Detention Division supervises services
provided to offenders housed in contract facilities and participating in
specialized programs in the community. The Community Corrections Managsr (CCM)
links the Bureau of Prisons with the U.5. Courts, cther Federal agencies, State and
local governments, and the community. Located strategically throughout the
country, the CCM is responsible for developing and maintaining a variety of
contract facilities and programs working under the supervision of the appropriate
Regional Administrator.

COMMUNITY-BASED RESIDENTIAL PROGRAMS

Community-based residential programs available include both typical Residential
Reentry Centers and local detention facilities. Fach provides a suitable
residence, structured programs, job placement and counseling while monitoring the
offender’s activities. They also provide drug testing and counseling, and alcchol
monitoring and treatment. While in these programs, employed cffenders are required
to pay subsistence to help defray cest of their ccnfinement. The inmate's payment
rate during RRC residence is 25% of the inmate's gross income.

Most Bureau of Prisons community-based residential programs are provided in
Residential Community Centers (RRC’s). These facilities contract with the Bureau
of Prisons to provide residential correctional programs near the offender’s home
community. RRC’s are used primarily for three types of offenders:

. These nearing release from a BOP institution, as a transitional service while
the offender is finding a job, locating a place to live, and re-establishing
family ties.

L] Those under community supervision who need guidance and supportive services
beyond what can be provided through regular supervision.

. Those serving short sentences of imprisonment and terms of community
confinement.

Each RRC now provides two components within one facility, a pre-release component
and a community corrections component. Both components assist offenders in making
the transition from an institutional setting to the community. The community
corrections component is utilized when RRC placement is needed but it is necessary
to restrict the available privileges. Except for employment and other required
activities, the cffenders in this second, more restrictive component must remain at
the RRC where recreation, visiting, and other activities are provided in-house. The
other option for community-based residential programming is local detention
facilities. Some of these local facilities have work release programs similar to
the Community Corrections Component in a RRC, serving to facilitate the transition
from the institution te the community. In these facilities, offenders are employed
in the community during the day and return to the institution at night.
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CONCLUSION

The information contained in this Admission and Orientation Handbook will assist
inmates through their first days of Federal custody to the completion of their
Federal sentence. New commitments should feel free to ask any staff member for
assistance, particularly Unit Staff and other Departmental Staff, or to consult the
law library to obtain information relative to particular questions.

The information contained in this handbecok is not meant to reseclve all issues that
you may have during your incarceration and is subject tc change with the issuance
of Policy, Procedures and laws that govern the daily operation and management of

the Federal Bureau of Prisons. All inmates are encouraged to review the bulletin
boards in the housing units, and general program areas, to keep abreast of any
changes and/or updated information.
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ATTACHMENT A
INMATE RIGHTS AND RESPONSIBILITIES

RIGHTS

You have the right to expect that

RESPONSIBITITIES

as a human being, you will be 1. You have the responsibility to treat
treated respectfully, others, both employees and inmates, in
impartially, and fairly by all the same manner.
personnel.
2. You have a responsibility to know and
You have a right fo be informed abide by them.
of the rules, procedures, and
schedules concerning the 3. You have the responsibility to
operaticon of the institution. recognize and respect the rights of
others in this regard.
You have the right to freedom of
religion affiliation, and 4. It is your responsibility not to waste
voluntary religious worship. food, to fellow the laundry and shower
schedule, maintain neat and clean
You have the right to health living quarters, to keep your area
care, which includes nutritious free of contraband, and to seek
meals, proper bedding and medical and dental care as you need
clothing, and a laundry schedule it.
for cleanliness of the same, an
opportunity to shower regularly, 5. It is your responsibility to conduct
proper ventilation for warmth and yourself properly during visits, not
fresh air, a regular exercise to accept or pass contraband, and not
period, toilet articles and to violate the law of Bureau rules of
medical and dental treatment. institution guidelines through your
correspondence.
You have the right to visit and
correspond with family members, 6. You have the responsibility to present
and friends, and correspond with honestly and fairly vour petitions,
members of the news media in questions and problilems te the court.
keeping with Bureau rules and
institution guidelines. 7. It is your responsibility to use the
services of an attorney hecnestly and
You have the right to fairly.
unrestricted confidential access
to the courts by correspondence 8. It is your responsibility to use these
{on matters such as the legality resources in keeping with the
of your conviction, civil procedures and schedule prescribed,
matters, pending criminal cases, and to respect the rights of other
and conditions of your inmates tco the use of materials and
imprisonment.) assistance.
You have the right to legal 9. It is your responsibility to seek and
counsel from an attorney of your utilize such materials for your
choice by interviews and personal benefit, without depriving
correspondence. others of their egual rights to the
use of this material.
You have the right to participate
in the use of law library 10. You have the respecnsibility to take

reference materials to assist you
in resolving legal problems. You
also have the right to receive
help when it is available through
a legal assistance program.

advantage of activities which may help
you live a successful and law abiding
life within the institution and in the
community. You will be expected to
abide by the regulations governing the
use of such activities.

RIGHTS
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10.

il.

You have the right to a wide
range of reading materials for
educational purposes and for your

own enjoyment. These materials 11.

may include magazines and
newspapers sent from the
community, with certain
restrictions.

You have the right to
participate in education,
vocational training and
employment as far as resources
are available, and in keeping
with your interests, needs and
abilities,

You have the right to use vyour
funds for commissary and other
purchases, consistent with
institution security and good
order, for opening bank and
savings accecunts, and for
assisting your family.

RESPONSIBILITIES

You have the responsibility to meet
yvour financial and legal obligations,
including but not limited to, Court
imposed assessments, fines and
rastitutien. You alsc have the
responsibility to make use of your
funds in & manner consistent with your
release plans, your family needs, and
for other obligations that you may
have,
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CODE

ATTACHMENT B

PROHIBITED ACTS AND DISCIPLINARY SEVERITY SCALE

GREATEST CATEGQRY

PROHIBITED ACTS

100

101

102

1C3

104

105

106

107

108

Killing

Assaulting any person {includes sexual
assault) or an armed assault on the
institution's secure perimeter (a charge for
assaulting any person at this level is tc be
used only when serious physical injury has
been attempted or carried cut by an inmate)

Escape from escort; escape from a secure
institution (low, medium, and high security
level and administrative institutions); or
escape from a minimum institution with
violence

Setting a fire {charged with this act in this
category only when fcound tc pose a threat to
life or a threat of serious bodily harm or in
furtherance of a prohibited act of Greatest
Severity, e.g. in furtherance of a riot or
escape; otherwise the charge is properly
classified Code 218, or 329}

Possession, manufacture, or introduction of a
gun, firearm, weapon, sharpened instrument,
knife, dangerous chemical, explosive or any
ammunition

Rioting
Encouraging Other t¢ Riot
Taking hostage (s)

Possession, manufacture, or introduction of a
hazardous tool (Tools most likely to be used
in an escape or escape atfempt or to serve as
weapons capable of doing sericus bodily harm
to others; or those hazardous to instituticnal
security or personal safety; e.g. cell phones,
hacksaw blade)

SANCTIONS

Recommend parole date
rescission or retardation.

Forfeit earned statutory
good fime or non-vested
good conduct time (up to
100%) and/cr terminate or
disallow extra good time
(an extra good time or good
ceonduct time sanction may
noct be suspended).

Disallow ordinarily between
50 and 75% (27-41 days) of
gocod conduct time credit
available for year (a good
conduct time sanction may
not be suspended).

Disciplinary Transfer
{recommend) .

Disciplinary segregation
(up to 60 days).

Make monetary restitution.

Withhold statutory good
time {Note - can be in
addition to A through E -
cannot be the cnly sanction
executed) .

Loss of privileges (Note -
can be in addition to A
through E - cannot be the
cnly sanction executed).



CODE

110

111

112

113

197

198

199

ATTACHMENT B
PROHIBITED ACTS AND DISCIPLINARY SEVERITY SCALE (Continued)

GREATEST CATEGORY

PROHIBITED ACTS SANCTIONS
Refusing to provide a urine sample or to take {Sanctions A-G]

part in other drug-abuse testing.

Introducticn of any narcotics, marijuana,
drugs, or related paraphernalia not prescribed
for the individual by the Medical Staff.

Use of any narcotics, marijuana, drugs, or
related paraphernaliia not prescribed for the
individual by the Medical Staff.

Possession of any narcotics, marijuana, drugs,
or related paraphernalia not prescribed for
the individual by the Medical Staff.

Use of the telephone to further criminal
activity.

Interfering with a staff member in the
performance of duties. (Conduct must be of a
Greatest Severity nature.) This charge is
only to be used when another charge of
greatest severity is not applicable.

Conduct which disrupts or interferes with the
security or orderly running of the institution

or the Bureau of Prisons. {Conduct must be of
Greatest Severity nature.) This charge is to

be used only when another charge of greatest
severity is not applicable.
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SANCTIONS

Recommend parole date
rescission or
retardation.

Forfeit earned statutory
gocd time or non-vested
goed conduct time up to
50% or up to 60 days,
whichever is less, and/or
terminate or disallow
extra good time (an extra
good time or good conduct
time sanction may not be
suspended)

Disallow ordinarily
between 25 and 50% (14-27
days) of good conduct
time credit available for
year {a good ccnduct time
sanction may not be
suspended) .

Disciplinary Transfer
{recommend) .

Disciplinary segregation
(up to 30 days).

Monetary restitution.

Withhold statutory good
time]

Loss of privileges:
commissary, movies,
recreation, etc.

Change housing {guarters)

Remove from program
and/or group activity

Loss of job

JUNE 2010
ATTACHMENT R
PROHIBITED ACTS AND DISCIPLINARY SEVERITY SCALE {(Continued)
HIGH CATEGORY

CODE PROHIBITED ACTS

200 Escape from unesceorted Community Programs
and activities and Open Institutions
{minimum), and from outside secure
institutions, without violence.

201 Fighting with another person

203 Threatening ancther with bodily harm

204 Extortion, blackmail, protection: Demanding
or receiving money or anything of value in
return for protection against others, to
avoid harm, under threat of informing

205 Engaging in sexual acts

206 Making sexual proposals or threats

207 Wearing a disguise or a mask

208 Possession of any unauthorized locking
device, or lock pick, or tampering with oz
blocking any lock device (includes keys),
or destroying, altering, interfering with,
improperly using, or damaging any security
device, mechanism, or procedure

208 Adulteration of any food or drink

211 Possessing any officer’s or staff clothing

212 Engaging/encouraging a group demonstration

213 Encouraging others to refuse to work, or to
participate in a work stoppage

215 Introduction of alcohol into BOFP facility

216 Giving or cffering an official cr staff
member a bribe, or anything of value

217 Giving money to, or receiving money from,
any person for purposes of introducing
contraband or for any other illegal or
prohibited purposes

218 Destroying, altering, or damaging

government property, or the property of
another person, having a value in excess of
$100.00, damaging life-~safety devices

Impound inmate’s personal
property

Confiscate contraband

Restrict to quarters]
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ATTACHMENT B
PROHIBITED ACTS AND DISCIPLINARY SEVERITY SCALE (Continued)
HIGH CATEGORY
CODE PROHIBITED ACTS SANCTIONS

219 Stealing (theft; this includes data obtained
through the unauthorized use of a
communications facility, or through the
unauthorized access to disks, tapes, or
computer printouts or other autcomated
squipment on which data is stored.}

220 Demonstrating, practicing, or using martial Sanctions A-M
arts, boxing (except for use of a punching
bag}, wrestling, or other forms of physical
encounter, or military exercises/drill (except
for drill authorized by staff)

221 Being in an unauthorized area with a person of
the oppesite sex without staff permission

222 Making, possessing, or using intoxicants

223 Refusing to breathe into a breathalyser or
take part in other testing of alcochol

224 Assaulting any person (charged with this act
only when less sericus physical injury or
contact has been attempted or carried out by
an inmate}

297 Use of the telephone for azbuses other than
criminal activity (e.g., circumventing
telephone monitoring procedures, possession
and/or use of another inmate’s PIN number;
third party calling; third party billing;
using credit card numbers to place telephone
calls; conference calling; talking in code}.

298 Interfering with a staff member in the
performance of duties. {Conduct must be of
the High Severity nature.) This charge is to
be used only when another charge ¢f the high
severity is not applicable.

299 Conduct which disrupts or interferes with the
security or orderly running of the institution
or the Bureau of Prisons. (Conduct must be of
the High Severiiv nature.) This charge is to
pe used only when another charge of high
severity is not applicable.
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Recommend parole date
rescission or retardation.
Forfeit earned statutory
good time or non-vested
good conduct time up to 25%
or up to 30 days, whichever
is less, and/cr terminate
or disallow extra good time
{an extra good time or good
conduct time sanction may

Disallow crdinarily up to
25% (1-14 days) of good
avallable for year {a good
sanction may
Disciplinary Transfer

Disciplinary segregation

Make monetary restitution.

Withheld statutory good

commissary, movies, etc.
Change housing {quarters}.

Remove from program and/or

Inpound perscnal property.
Confiscate contraband.

Restrict to quarters.

JUNE 2010
ATTACHMENT B
PROHIBITED ACTS AND DISCIPLINARY SEVERITY SCALE (Continued)
MODERATE CATEGORY
CODE PROQHIBITED ACTS SANCTICNS
300 Indecent Exposure A.
302 Misuse of authorized medication
B.
303 Possession cof money or currency, unless
specifically authorized, or in excess of the
amount authorized
304 Loaning of property or anvthing of wvalve for
profit or increased return
305 Possession of anything not authorized for not be suspended).
retention or receipt by the inmate, and not
issued to him through regular channels B.
3086 Refusing to work/accept program assignment conduct time credit
307 Refusing to obey an order of any staff member conduct time
(May be categorized in terms of greater not be suspended) .
severity, according to the nature of the
order; e.g., failure to obey an order which C.
furthers a riot would be charged as 105, {recommend) .
Rioting; refusing to obey an order which
furthers a fight would be charged as 201, D.
Fighting; refusing to provide a urine sample (up to 15 days).
would be charged as Code 110)
E.
308 Violating a condition of a furlough
F.
309 Violating a condition of a community program time.
310 Unexcused absence from work or assignment G. Loss of privileges:
311 Failing to perform work as instructed
H.
312 Insolence towards a staff member
I.
313 Lying/providing a false statement to staff group activity.
314  Counterfeiting, forging or unauthorized J. Loss of job.
reproducticn cf any document, article of
identification, money, security, or official K.
paper. (May be categorized in terms of greater
severity according to the nature of the item L.
being reprcduced; counterfeiting release
papers to effect escape. M.
315 Participating in unauthorized meeting or N. Extra duty.

gathering
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ATTACHMENT B
PROHIBITED ACTS AND DISCIPLINARY SEVERITY SCALE {(Continued}
MODERATE CATEGORY
CODE PROHIBITED ACTS SANCTIONS
316 Being in an unauthorized area Sanctions A-N
317 Failure to follow safety/sanitation rules
318 Using any equipment or machinery which is not
specifically authorized
31%9 Using any equipment or machinery contrary to
instructions or posted safety standards
320 Failing to stand count
321 Interfering with the taking of count
324 Gambling
325 Preparing or conducting a gambling pool
326 Possessicn of gambling paraphernalia
327 Unauthorized contacts with the public
328 Giving money/anything of value to, or
accepting money/anything of value from ancther
inmate or person without staff authorization
325 Destroying, altering or damaging government
property, or that of another person, having a
value of $100.00 or less
330 Being unsanitary or untidy; failing to keep
one's person and one's guarters in accordance
with posted standards
331 Possession, manufacture, or introduction of a
non~-hazardous tool or other non-hazardous
contraband (Toel not likely to be used in an
escape or escape attempt, or to serve as a
weapon capable of doing serious bodily harm to
others, or not hazardous to institutional
security or personal safety; Other
non-hazardous contraband includes such items
as food or cosmetics)
332 Smoking Where Prohibited
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ATTACHMENT B
PROHIBITED ACTS AND DISCIPLINARY SEVERITY SCALE (Continued)}
MODERATE CATEGORY
CODE PROHIBITED ACTS SANCTIONS
397 Use of the telephone for abuses other than Sanctions A-N

398

399

criminal activity (e.qg., conference calling,
possession and/or use of another inmate’s PIN
number, three-way calling, providing false
information for preparation of a fzlephone
list).

Interfering with a staff member in the
performance of duties. (Conduct must be of
the Moderate Severitv nature.) This charge is
to be used only when another charge of
moderate severity is not applicable.

Conduct which disrupts or interferes with the
security or orderly running of the institution
or the Bureau of Priscns. (Conduct must be of
the Moderate Severity nature). This charge is
to be used only when another charge of
moderate severity is not applicable.




ATTACHMENT B

PROHIBITED ACTS AND DISCIPLINARY SEVERITY SCALE (Continued)

LOW MODERATE CATEGORY

Possession of property belonging to another

Possessing unauthorized amount of otherwise

Malingering, feigning illness
Using abusive or obscene language
Tattooing or self-mutilation

Conduct with a visitor in vioclation of
Bureau regulations (Restriction, or loss
for a specific pericd of time, of these
privileges may often be an appropriate

Unauthorized physical contact (e.g.,

Unauthorized use of mail (Restriction or
loss for a specific pericd of time, of
these privileges may often be an

{(May be categorized
and charged in terms of greater severity,
accerding to the nature of the unauthorized
use; e.g., the mail is used for planning,
facilitating, committing an armed assault
on the institution's secure perimeter,
would be charged as Code 101 Assault.)

Use of the telephone for abuses other than
criminal activity {e.g., exceeding the 15
minute time limit for telephone calls;
using the telephone in an unauthorized
area; placing an unauthorized individual on

CODE PROHIBITED ACTS
400

person
401

authorized clothing
402
404
405
407

sanction G)
408 Conducting a business
409

kissing, embracing)
410

appropriate sanction G)
497

the telephone list).
498

Interfering with a2 staff member in the
performance of duties. Conduct must be of
the Low Moderate Severity nature.) This
charge is to be used cnly when another
charge of low moderate severity if not
applicable.

SANCTICNS

B.1 Disallow ordinarily up to
12.5% (1-7 days) of good
conduct time credit
available for year (tc be
used only where inmate
found to have committed a
seccnd violation of the
prohibited act within €
months); Disallow
ordinarily up to 25% (1-
14 days) of geod conduct
time credit available for
year (toc be used only
where inmate found to
have committed a third
violation of the
prohibited act within 6
months) (a good conduct
time sanction may not be
suspended). See Chap 4,
Page 16 for VCCLER
violent and PLRA inmates.

E. Make monetary restitution

F. Withhold statutory goed
time.

G. Loss of privileges:
movies, recreation, etc.

H. Change housing

I. Remove from program
and/or group activity.

J. Loss of job.

K. Impound personal property
L. Confiscate contraband.
M. Restrict to quarters.

N. Extra duty.
0. Reprimand.

P. Warning.

NOTE: Aiding another person to commit any of these offenses, attempting to commit any of
these offenses, and making plans to commit any of these offenses, in all categorieszs of

severity,

shall be considered the same as a commission of the offense itself.



ATTACHMENT C

FEDERAL BUREAU OF PRISONS
HEALTH CARE RIGHTS AND RESPONSIBILITIES

While in the custcdy of the Federal Bureau of Prisons you have the right to receive
health care in a manner that recognizes your basic human rights, and you also accept the
responsibility to respect the basic human rights of your health care providers.

10.

RIGHTS

You have the right to health care
services, based on the local
procedures at your institution.
Health services include medical Sick
Call, dental Sick Call and zll
support services. Sick call at FPC
Cumberland is conducted Monday
through Friday (emergency Sick all)
from 6:45 a.m. to 7:00 a.m.

You have the right to be cffered a
“Living Will”, or provide the Bureau
of Prisons with “Advance Directives”
that would provide the Bureau of
Prisons with instructicns if vou are

admitted, as an inpatient, to a
hospital in the logal community, or

the Bureau of Prisons.

You have the right to participate in
health promotion and disease
prevention programs including
education regarding infectious
diseases.

You have the right to know the name
and professional status of your
health care providers.

You have the right to be treated with
respect, consideration and dignity.

You have the right to ke provided
with information regarding your
diagnosis, treatment and prognosis.

You have the right tc be examined in
privacy.

You have the right to obtain copies
of certain disclosable portions of
your health reccord.

You have the right to address any
concern regarding your health care to
any member of the institution staff
including your physician, the Health
Services Administrator, members of
your Unit Team and the Warden.

You have the right to receive
prescribed medications and treatments
in a timely manner, consistent with
the recommendations of the
prescribing health care provider.

10.

RESPONSIBILITIES

You have the responsibility to comply
with the health care policies of your
instituticn. You have the
responsibility to follow recommended
treatment plans that have been
established for you by institution
health care staff, to include proper
use of medications, proper diet, and
following all health related
instructions with which you are
provided.

You have the responsibility to
provide the Bureau of Prisons with
accurate information to complete this
agreement.

You have a responsibility to maintain
your health and not to endanger
yourself, or others, by participating
in activity that could result in the
spreading or contracting of an
infectious disease.

You have the responsibility te
respect these providers as
professionals and follow their
instructions to maintain and improve
your overall health.

You have the responsibility to treat
staff in the same manner.

You have the responsibility to keep
this information confidential.

You have the responsibility to comply
with security procedures.

You have the responsibility of being
familiar with the current policy to
obtain these records.

You have the responsibility to

address your concerns in the accepted
format, such as the Inmate Request to
Staff Member form, open houses or the
accepted Inmate Grievance Procedures.

You have the responsibility tc comply
with prescribed treatments and follow
prescription orders. You also have
the responsibility not to provide any
other person ycur medication or other
prescribed item.
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11.

12.

13.

14.

15.

You have the right to requsest a

physical examination, as defined by

Bureau policy. Periodic health i3,
examinations including age-spsacific
preventative health examinations

(e.g. cancer screening} for the

inmate population will be at the 14.
discretion of the Clinical Director.

You may request & physical

examination if you are being released

from custody and you have not had a

physical examination within 1 year

prior to the expected date of 1s.
release.

You have the right to dental care as
defined in Bureau policy to include
preventive services, emergency care
and routine care.

You have the right to a safe, clean
and healthy environment, including
smoke free living areas.

You have the right to refuse medical
treatment in acccrdance with Buresau
policy. Refusal of certain
diagnostic tests for infectious
diseases can result in administrative
action against you.

JUNE 2010
RIGHTS RESPONSTIBILITIES

You have the right to be provided 11. You have the responsibility to eat

healthy and nutritious food. You healthy and not abuse or waste focod

have the right %o be instructed or drink.

regarding a healthy cholce when

selecting your food. 12. You have the responsibility to notify
Medical Staff that vou wish to have

an examination.

You have the responsibility to
maintain your cral hygiene and
health.

You have the responsibility to
maintain a safe and clean environment
in consideration for others. You
have the responsibility to follow
smoking regulations.

You have the responsibility to be
counseled regarding the possible ill
effects that may occur as a result of
yvour refusal. You are also
responsible for signing the treatment
refusal form.
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P.S. 6000.05
Attachment VI-C, Page 1

DECLARATION

TO MY FAMILY, DOCTCRS, AND ALL THOSE CONCERNED WITH MY CARE:

I, ; being of sound mind, willfully and voluntarily make
known my directives to be followed if I am in a terminal and irreversible condition and
become unable to participate in decisions regarding ny health care. I understand that
my health care providers are legally bound to act consistently with my wishes, within
the limits of reasonable medical practice and other applicable law. I also understand
that I am able to revoke this declaration at any time.

It is my wish that my dying will not be artificially prolonged under the circumstances
set forth below and do hereby declare:

If at any time I should have an incurable injury, disease, or illness certified to be a
terminal and irreversible condition by two persons who qualify as health care providers,
and the health care providers have determined that my death will occur whether or not
life-sustaining procedures are utilized and where the application of life-sustaining
procedures would serve only to proleong artificially the dying process, or that I have
entered a persistent vegetative state, I direct that such life-sustaining procedures be
withheld or withdrawn. It is further my wish that I be permitted to die naturally with
only the administering of medication or the performance of any medical procedure deemed
necessary to provide me with comfort care.

In the absence of my ability to give directions regarding the use of such life-
sustaining procedures, it is my intention that this declaration shall be honored by my
family and health care providers as the final expression cof my legal right to refuse
medical or surgical treatment and accept the consequences from such refusal.

I recognize that my health care providers will attempt to act consistently with my
instructions, within scund medical judgment and subject to legitimate governmental
interests. I hereby authorize them to enter and participate in any judicial or
administrative proceeding necessary to review or to uphold this declaration. I agree
that this proceeding should be a private and speedy one, so that my wishes can be
complied with as soon as practicable.

I understand that such proceeding would be performed on my behalf and, when applicable,
the Federal Bureau of Prisons has my permission to file pleadings in my name and to
reguest that judicial or administrative costs or other kind of payment not be assessed
against the Bureau of Prisons.

I hereby request that the following person(s} be notified of my condition and my wishes
as expressed in this declaration as soon as it is practicable and after my health care
providers have certified that I have suffered a terminal and irreversible condition:
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P.5. 6000.05
Attachment VI-C, Page 2
Name (s}
Address and Telephone Number Relationship

Further instructions.

Should any portion of this declaration be declared invalid, such invalidity shall not
affect other parts of the declaraticn, which can be given effect independent of the
invalid portion.

I understand the full import cf this declaration, and I am mentally competent to make
this declaration and do so without duress of any kind.

Signature Date and Time

City, Parish, and State of Residence

The declarant is personally known to me, and I believe the declarant to be of sound
mind. I certify that the declarant voluntarily signed this declaration.

Signed,

Witness’ Signature

Witness’ Address

Date Time

Reminder: Keep a copy of the signed declaration and return the original so it can be
rPlaced in your health record.



ATTACHMENT E
FPC ADMISSICON & ORIENTATION SCHEDULE

WEDNESDAY

T:45am
8:00am
8:30am
9:00am
9:30am
10:15am
10:30am
11:0C0&am
12:00pm
12:15pm
12:30pm
1:00pm
: 30pm
: 00pm
: 20pm
: 00pm
:30pm

W NN

Roll Call

Food Service

Safety/Sanitation

Case Management Coordinator

AIDS Film/Break

Health Services
Education/Recreation

Lunch

Roll Call

Religicus Services

Financial Management (Business Office)
Inmate Systems Management
Correctional Services

Facilities Operations
Psychology/RDAP

Camp Unit Manager

Federal Prisons Industries (UNICOR)



ATTACHMENT F

SPECIAL MAIL NOTICE
U.S. DEPARTMENT OF JUSTICE FEDERAL BUREAU OF PRISONS

To The Inmate:

It is suggested you provide this instruction sheet for special mail privileges to our
attorney(s) who is representing you, at the earliest opportunity, when you write to or
visit with your attorney(s).

To The Attorney:

The Bureau of Prisons Program Statement on Correspondence provides the opportunity for
an attorney who is representing an inmate to request that attorney-client correspondence
be opened only in the presence of the inmate. For this occur, Bureau policy requires
that you adequately identify yourself as an attorney on the envelope and that the front
of the envelope be marked “Special Mail - Open Only in the Presence of the Inmate” or
with similar lanquage clearly indicating that your correspondence qualifies as special
mail and that you are requesting that this correspendence be opened only in the presence
of the inmate. Provided the correspondence has this marking, Bureau staff will open the
mail only in the inmate’s presence for inspection for physical contraband and the
qualification of any enclosure as Special Mail. The correspondence will not be read or
copled if these procedures are followed. If your correspondence does not contain the
required identification that you are an attorney, a statement that your ccrrespondence
qualifies as Special Mail, and a request that the correspondence be opened only in the
presence of the inmate, staif may treat the mail as general correspondence and may open,
inspect, and read the mail.
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